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ADMINISTRATIVE STAFF COUNCIL 
PROVOST'S AREA 
Jerry Ameling (1998) 
Carmen Castro-Rivera ( 1998) * * 
Joyce Kepke (1998) 
Inge K.lopping (1998) 
Paul Lopez (1998) 
Rebecca McOmber ( 1998) 
Joan Morgan (1998)- Past Chair** 
Sally Blair (1998) 
Jan Peterson (1998) 
Bev Steams (1998) 
Betty Ward (1998) 
Duane Whitmire (1998) - Chair ** 
Paul Yon (1998) 
Craig Bedra (1999) 
Joyce Blinn (1999) 
Deb Burris (1999) 
Dianne Cherry (1999) 
Judy Donald (1999)- Secretary** 
Mike Failor (1999) 
Sharon Hanna ( 1999) 
Gene Palmer (1999) 
Tim Smith (1999) 
Pat Green (2000) ** 
Laura Waggoner (2000) 
Matt Webb (2000) 
Deb Wells (2000) ** 
Calvin Williams (2000) 
FIRE LANDS 
Deborah Knigga (1998) 
John Hartung (2000) 
OPERATIONS 
Bob Waddle (1998) 
Jan Ruffner (1999) ** 
Sandy LaGro (2000) 
Jane Schmipf (2000) 
ReYised 8/29/97 
1997-98 
PRESIDENT'S AREA 
Scot Bressler ( 1998) 
Tom Glick (1998) 
Penny Dean (1999) 
James Elsasser (1999) ** 
Randy Julian (1999) 
Kurt Thomas (1999) 
Shelley Appelbaum (2000) 
STUDENT AFFAIRS 
Elayne Jacoby (1998) 
Sue Perkins (1998) 
Cindy Puffer (1998) 
Jodi Webb (1998) ** 
Bonita Sanders Bembry (1999) 
Dawn Mays (1999) 
Reva Walker (1999) 
Jahi Gye'Nyame (1999) 
UNIVERSITY ADVANCEMENT 
Deborah Boyce (1998)- Chair Elect** 
Ken Frisch (1999) 
FINANCIAL AFFAIRS 
Linda Hamilton (2000) ** 
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ADMINISTRATIVE STAFF COUNCIL AGENDA 
Thursday, September 4, 1997 
1:30 p.m. ) 
Alumni Room, University Union (1~ 
Call to Order 
Introduction of Substitutes 
Approval of Minutes 
Guest Speaker- Dr. Sidney Ribeau, President 
Chair's Report 
Chair Elect's Report 
Secretary's Report 
Committee Reports 
Amendments 
External Affairs 
Awards & Special Recognitions 
Internal Affairs 
Personnel Welfare 
Professional Development 
Salary 
Scholarship 
Old Business 
Internal Affairs Officer- Jeff Grilliot 
New Business~~~ 1 ~ 
Good of the Order 
Adjourn 
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1!-Rl\ '1, ~ ~ff""-
~~) -~o)~ 
\ ,.,.v ~ 1./" p/ ?, 
~a· , .. u ;:) ~/ 
~{I 
• 
•• 
• 
ASC CHAm REPORT 
September 4, 199'1 
ASCMeeting 
Summer Work of Your ASC Executive Committee 
* Your Executive Committee met every two weeks throughout the summer 
* All standing committees have been formed-thanks to 33 ASC Representatives and 
19 At-Large Administrative Staff Members for volunteering 
* All committee chairs have been identified-thank you to all10 people who agreed to 
be Chairs 
* General charges have been given to all standing committees 
* An ASC theme for 1997-98 has been selected - Action & S.uccess thru 
G.ollaboration 
* A meeting with Former ASC Chairs was held on August 11th 
*The ASC Constituent Network list has been updated-thanks to Joe 
Luthman 
*The ASC listproc continues to be updated-thanks to Deb Wells 
* Plans for the ASC Fall Reception have been made-thanks to Deb Boyce, 
Judy Donald, Bonita Sanders-Bembry and the External Affairs Com. 
* Recommended ASC Goals for 1997-98 have been prepared by your 
Executive Committee 
ASC was represented through the Summer in the following ways 
* The ASC Leadership Team met with Chuck Middleton on June 19th 
*June 23rd & 24th Legions meeting where Deb Boyce and myself had the 
opportunity to communicate and share ideas with 50+ other people 
*June 27th Meeting of the Board of Trustees-they hopefully gained an 
appreciation of what it means to be an ASC Representative as they role 
played their election to ASC and received our Orientation to 
Administrative Staff Council Handbook 
*The ASC Leadership Team and Joan Morgan met with Becca Ferguson on July 
15th 
*The ASC Leadership Team met with Sidney Ribeau and Sandra MacNevin on 
August 7th 
* August 12th 1998 Enrollment Planning Meeting was attended by Pat Green, one 
of the Co-Chairs of the Personnel Welfare Committee 
* August 26th New Student Convocation where I briefly was able to inform new 
students about what Administrative Staff Council is and also asked them learn to 
bleed orange and brown 
• 
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Requested Action Items 
*Equalization of Representation on the President's Panel Request from Faith 
Olson and Duane Whitmire-8/20/97 Response from Sidney indicating it is mandated 
by the Academic Charter but he would "take the matter under advisement and 
provide you with a response prior to the fall semester meeting of the Panel (October 
15th) 
*Representation on the University Budget Committee Request from Faith Olson 
and Duane Whitmire-8-28/97 E-Mail Response from Chuck indicating that he 
would consider this and "get back to you". 
* Request for a List of All Administrative Staff and Their Grades along with a List of 
Those Exempt-8/22197 Response from Becca indicating 3 to 4 weeks 
* Request for a List of the Updated Administrative Staff Grade Level Structure-
8/22/97 Response from Becca indicating 3 to 4 weeks 
Excerpt from the June 27th ASC Chair Report to the Board of Trustees 
So, what does it mean to be an Administrative Staff Council representative? We can 
best answer this question by inviting you to our Internal Affairs committee's 
Orientation Session for New Representatives and giving you our Orientation to 
Administrative Staff Council handbook (HAND IT OUT). We will also add you to our 
ASC electronic mailing list so you can easily communicate with 336 other 
administrative staff members who have electronic mail. In the near future, you will 
also be able to access the ASC web pages for additional information. 
As stated in the Orientation to Administrative StaffCouncil1997-98 Handbook, let 
me congratulate you on your election and welcome you to the 1997-98 Administrative 
Staff Council. Our role as the elected representatives of administrative staff 
continues to be extremely important in representing the interests of administrative 
staff in matters of welfare, professional development, and institutional policy. ASC 
can best accomplish its objectives by WORKING COLLABORA TIVEL Y WITH 
OTHER GROUPS KEEPING IN MIND OUR COMMON BOND--STUDENTS. 
Please take advantage of the opportunities that come from being an ASC 
representative and HELP COUNCIL MAKE THE UNIVERSITY NOT ONLY A 
STRONGER COMMUNITY IN WHICH TO WORK, BUT ALSO A BETTER 
COMMUNITY IN WHICH STUDENTS CAN LIVE AND LEARN. 
With the insert included in your Handbook, you can get a capsulation of the ASC 
mission, history, selected accomplishments, working committees, selected member 
responsibilities, items for 97-98 and a closing quote. 
Let me take a moment and focus on the slide labeled "ASC - Selected Member 
Responsibilities". It is very important for you to attend all ASC meetings so you can 
inform your constituents of issues involving administrative staff in a timely fashion. 
You should also poll your constituents about issues which will be voted on at ASC 
meetings. Those "ASC - Items for 97 -98" are contained on the next two slides. As 
---------------
------------------- ----------------- -
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you can see, this year might be called the "Year of Implementation for ASC". We will 
be discussing the items through the work of our ASG Executive Committee this 
summer, and the entire Council will approve our goals this fall. 
Undoubtedly, expanding the ASC Student Scholarship Fund will be a high priority in 
the year of matching dollars. Also, it is NOW time to direct the efforts to 
Implementation of the Administrative Staff Compensation Plan. We need to work 
diligently to "jump start" the morale of a group of dedicated employees who "go the 
extra mile" every day for this institution. 
Now, it is the closing quote from Henry Ford on the last slide that I.would like you to 
keep in mind as you begin your service on Administrative Staff Council. Namely, 
"Coming together is a beginning, keeping together is progress; working together is 
success". There is no doubt that administrative staff have come together and have 
kept together through the years. In your new role as an administrative staff 
representative, we will "work together toward success". 
Respectfully submitted, 
[) ~ ['_ ?v' ..tli:~ 
Duane E. Whitmire, Ph.D . 
• 
• 
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Administrative Staff Council Minutes 
Thursday, September 4, 1997 
Members Present: Jerry Ameling, Shelley Appelbaum, Craig Bedra, Sally Blair, Scot 
Bressler, Deb Burris, Carmen Castro-Rivera, Dianne Cherry, Judy Donald, James 
Elsasser, Jodi Webb, Ken Frisch, Pat Green, Jahi Gye'Nyame, Sharon Hanna, John 
Hartung, Elayne Jacoby, Joyce Kepke, Deborah Knigga, Sandy LaGro, Paul Lopez, Dawn 
Mays, Rebecca McOmber, Joan Morgan, Gene Palmer, Sue Perkins, Jan Peterson, Cindy 
Puffer, Jan Ruffner, Bonita Sanders-Bembry, Jane Schimpf, Tim Smith, Bev Stearns, 
Laura Waggoner, Reva Walker, Betty Ward, Matt Webb, Deb Wells, Duane Whitmire, 
Calvin Williams, Paul Yon 
Members Absent Who Sent Substitutes: Jim McArthur for Bob Waddle, Rich Peper 
for Linda Hamilton (Rich unable to attend) 
Members Absent: Joyce Blinn, Deborah Boyce, Penny Dean, Mike Failor, Tom Glick, 
Linda Hamilton, Randy Julian, Inge Klopping, Kurt Thomas 
Guests: Jeff Grilliot, Sue Kashuba, Monitor, Shannon McFarlin, Monitor, Darla 
Warnock, BG NEWS 
Call to Order: 
The meeting was called to order at 1:35 p.m. by Chair, Duane Whitmire. 
Approval ofMinutes: 
Joan Morgan moved, Dawn Mays seconded that the minutes be approved as distributed. 
Guest Speaker: 
Dr. Sidney Ribeau - President 
Dr. Ribeau provided an opportunity for a question/answer session with ASC members 
after he shared his view on the following topics. 
Communication - A presidential home page will be set up shortly which will disseminate 
information from his office to all staff He feels that there needs to be a constant 
interaction with the staff regarding issues facing the university community and feels that 
the use of this technology will assist his office greatly. 
Technology - Technology needs are not supported by the state funding, therefore, t~e 
technology needs at BGSU are self-funded. He focused on the increase of the tec~nology 
needs since his arrival on campus and that Ann Marie Lancaster is directing a plan of 
action to see that all technology needs are addressed on campus. 
Retention - The critical time during the semester is the 4th-6th week. At that time, 
students are beginning to realize where they stand within their academic work. We need 
to be able to provide support services to accommodate their needs as well as motivation 
and support services. All staff play a critical role in the student's success by providing an 
environment where students want to remain. This year each college was given a retention 
and enrollment target that they need to achieve. Budgets will be allocated according to 
the success or failure of the colleges to reach their established goals. 
Training - Since a Vice Provost of Human Resources is in place, training programs will be 
provided for faculty and staff. Opportunities need to be provided to the staff to learn new 
or refine their skills in doing their job. 
Other areas of concern 
Multi-year contracts- Dr. Ribeau felt it important to provide a 3% raise for the staff this 
year. Long-term commitments can be reviewed when the resource pool is increased by 
increasing enrollments. If an employee is doing his/her job well, they are not at risk. 
Marketing plan - During the fall semester a comprehensive plan will be presented to Dr. 
Ribeau regarding a marketing plan. Jeff Brighton, College of Business is heading up this 
activity with the use of an upper level marketing class. 
Communication - Discussion occurred regarding computer training on campus for staff 
There is a need to increase communication with the staff as to what training plan is being 
reviewed. Training opportunities for all staff are needed. A comprehensive plan to work 
with all areas on campus to eliminate duplication of efforts is a necessity. 
In closing, he mentioned that Sandra MacNevin will be his liaison with ASC so he is kept 
informed of ASC concerns. Also, he will be meeting with the leadership team (Duane, 
Deborah, & Judy) periodically throughout the year. 
Chair Report: 
Duane thanked Bev Stearns who initiated the at-large committee member process. He 
said it worked great as there are 33 ASC Representatives and 19 At-Large Members who 
volunteered. He also thanked Joe Luthman for providing the constituent listing (copy to 
be picked up at the meeting) and Deb Wells for updating the ASC list.proc. Duane passed 
out several handouts (ASC Chair Report, Calendar of ASC and ASC Exec Meetings, 
Standing Committee List, Committee Charges, and recommended ASC Goals). It was 
suggested that the goals be reviewed with constituents for discussion and approval at the 
October meeting. Duane mentioned that the theme for ASC this year would be "ASC-
Action & Success thru Collaboration". 
Chair-Elect Report: No Report 
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Secretary Report: 
the meeting. 
An updated listing of the ASC Members is available to pick up at 
Committee Reports: 
Amendments (Bev Stearns, Chair)- Will be meeting on Monday, September 25. 
External Affairs ( Bonita Sanders-Bembry, Chair) - Met with a couple of individuals on 
the committee, but not held formal meeting. Reminded everyone of the ASC reception on 
Wednesday, September 10, Mileti Alumni Center from 3-5 p.m. 
Awards & Special Recognitions (Jane Schimpf, Chair)- Will be meeting Friday, 
September 5. If anyone has suggestions of additional ways to recognize staff, please pass 
them on to her or one of the committee members. 
Internal Affairs (Jan Peterson/Betty Ward, Co-Chairs)- No report. 
Personnel Welfare (Pat Green/Inge Klopping, Co-Chairs)- First meeting on Monday, 
September 15. 
Professional Development (Dawn Mays, Chair)- Tuesday, September 2 meeting 
brainstormed about ideas for continuing education opportunities for staff. Next meeting, 
September 26 at 1:00 . 
Salary (Gene Palmer, Chair)- Not met yet. 
· Scholarship (Carmen Castro-Rivera, Chair)- This year is the matching dollar up to $5000. 
The Scholarship Committee will be seeking a commitment from ASC to donate to 
scholarship fund by either payroll deduction or a one-time payment. Cards will be 
available at the ASC Fall Reception to fill out, and there will be a basket to collect 
completed cards. She spoke about a program offered by Cedar Point, "Booster Bucks" 
allowing individuals to work at Cedar Point for a day and donate their earnings to a cause 
of their organization. Sunday, September 28 is the day that Firelands campus is working 
and ASC would like at least 25 individuals from main campus to work donating their 
earnings to the ASC Student Scholarship Fund. Please contact Carmen at 2-9863 if 
interested as soon as possible. 
Old Business: Jeff Grilliot presented a proposal for an Internal Affairs Officer 
which would be an appointed position. The position would be entitled Internal 
Communications Liaison. This individual would assist the secretary with their duties. 
This will be discussed at the October meeting. · 
New Business: Goals were distributed to be reviewed, discussed and voted on at the 
October meeting . 
8 
. . 
Calvin Williams had a WEB presentation of the ASC home page. It is not completed yet 
as he is getting additional information from the leadership team. Deb McLaughlin will link • 
the ASC Pages to the BGSU home page when it is completed. 
The meeting adjourned at 3: 10 p.m. 
fllllLt~ 
Judy Donald 
Secretary, ASC 
• 
• 
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Recommended Administrative . Staff Council 
1997-98 Goals 
To Imulement the Administrative Staff Compensation (Mercer) 
Plan 
• establish and follow a specified time frame for implementation 
• resolve any positions that were not part of the original process 
• reach closure on any appeals not resolved 
• develop a mechanism for placement and progression through a 
grade/range (including movement to the midpoint in a timely manner) 
• review the grievance process, because there is none currently 
• obtain a copy of a listing of all administrative staff and their rankings as 
well as those who are exempt 
• hold a Mercer Summit to update everyone on the current status of 
Mercer implementation 
• resolve the "perceived" lack of hiring procedures 
• review internal promotion procedures as related to the Administrative 
Staff Compensation (Mercer) Plan 
• re-emphasize succession planning 
• reorganization vs. promotion 
To Raise the ASC Student Scholarship Fund by At Least $10.000 
• Former Chairs, Executive Committee, Council, Entire Staff 
• Golf Outing (are there too many?) 
• Work Day at Cedar Point 
• Paid Time Off 
• Matching dollars coming from the University Advancement area 
• Establish and advertise a long-range goal 
• Auction "services" that administrative staff could provide 
To Implement the Performance-Based Merit System and 
Performance Appraisal Process 
• Qualitative vs. Quantitative (Firelands approach) 
• Monitoring of supervisors performance 
• Are merit/appraisal linked? (i.e. clarification of performance and merit) 
• Consistent use of the Performance Appraisal Form (P AF) throughout the 
total group 
Jb 
• 
• 
• 
To Hold Educational Forum(s) on Collective Bar2ainin2 
• Include all employee groups 
• Positive and proactive (make sure the message ts clear that these will be 
educational forums) 
To Update the ASC Charter and Bylaws 
• Take into account the University reorganization 
• Take into account the Administrative Staff Compensation (Mercer) Plan 
• Should our Handbook, Charter, and Bylaws be part of the University 
Charter? 
• Consider a smaller Council 
• Divide Academic Affairs 
• Require ASC Representatives to be on a standing committee 
• Take into account a revised grievance process 
• Take into account the Performance-Based Merit System and Performance 
Appraisal Process 
To Analyze Administrative Staff Teachin~: Part-Time 
• Analysis from college to college 
• Collect former data (Ann Bowers will check the ASC archives) 
• Include UNIV 100 and seminars (e.g. University Computer Services) in 
compensation 
To Develop an ASC Web Presence 
• Place the key elements of the ASC Orientation Handbook onto the web 
• Use the web as another mechanism for distributing minutes 
• Use the web for important "New Flashes" regarding ASC matters 
To Make Appropriate Recommendations Re2ardin2 Salary 
Matters Pertainin~: to Administrative Staff 
• Secure a competitive salary and benefits package 
• Review gender and/or other equities and make appropriate 
modifications to individuals' salaries 
• Examine employees, and appropriate adjustment in salaries, who have 
been at the University but are still near the bottom of their 
grade/ranges 
• Develop a method for equitably dealing with individuals over the 
maximum 
II 
• 
• 
• 
• Develop a mechanism for placement and progression through a 
grade/range (including movement to the midpoint in a timely manner) 
• Fair use of merit based upon performance 
• Salary comparison of part-time personnel who are not employed by the 
University but teach here 
To Increase University Enrollments by Collaboratively Working 
with Other Groups on Campus 
• Work with Human Resources and the Classified Staff Council m creating 
a bundle of courses for staff members to take 
To Develop Ways to Recognize Administrative Staff for Their 
Achievements 
• Create numerous awards and special recognition avenues 
• 
• 
• 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
ADMINISTRATIVE STAFF COUNCIL AGENDA 
Thursday, October 2, 1997 
1:30 p.m. 
Alumni Room, University Union 
Call to Order 
Introduction of Substitutes 
Approval of Minutes 
Guest Speaker - Scheduled speakers not available 
Chair's Report 
Chair Elect's Report 
Secretary's Report 
Committee Reports 
Amendments - Beverly Stearns 
External Affairs- Bonita Sanders-Bembry 
Awards & Special Recognitions- Jane Schimpf 
Internal Affairs- Jan Peterson & Betty Ward 
Personnel Welfare - Pat Green & Inge Klopping 
Professional Development - Dawn Mays 
Salary - Gene Palmer 
Scholarship- Carmen Castro-Rivera 
Ad Hoc Committee Reports 
9. Old Business 
Internal Affairs Officer 
1997-98 ASC Goals 
Flex-Time 
10. New Business 
11. Good of the Order 
12. Adjourn 
13 
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ASC CHAIR REPORT 
October 2, 1997 
ASCMeeting 
First, I want to thank both Sue Kashuba and Darla Warnock for the ASC coverage 
that has appeared in the Monitor and the BG News. I do have two points of 
clarification regarding the "ASC sets year's goals" article. that was in the BG News 
yesterday. As most of you know, we will be discussing the 1997-98 goals under OB 
Business today and hopefully approving them in final form. Second, the stateme&t . 
that leads into the article states "Group meets to discuss changes which should b~ 
made to align staffwiththe University". I also believe that there are times when the 
"UNIVERSJ;TY NEEDS TO ALIGN WITH STAFF". 
Since our September 4th meeting, a number of significant events have taken piace 
impacting on administrative staff. First, our annual ASC Fall Reception was held at 
the Mileti Alumni Center on September lOth. At that event, the Michael R. Ferrari 
Award was announced. For anyone who still may not know, the 1997 Ferrari Award 
winner was Tom Glick. 
Another event that has taken place for administrative staff, and a few others from 
the ranks of classified staff and faculty was the Cedar Point "Big Bucks" Day on 
September 28th. Carmen Castro-Rivera, Chair of the ASC Student Scholarship 
Committee, I am sure will have more to share about that in her report later. 
In the last 30 days, the ASC Leadership Team, or a portion thereof, has had the 
pleasure of representing administrative staff at the following meetings . 
* ASC Awards and Special Recognitions Committee 
* Chuck Middleton and Becca Ferguson 
*President's Box 
* Constituent Groups Caucus 
* Becca Ferguson 
*Board of Trustees 
* ASC Fall Reception 
* Provost's Breakfast 
* ASC Personnel Welfare Committee 
* ASC Executive Committee 
* ASC Ad Hoc Part-Time Teaching Compensation Committee 
*Legions 
* ASC, CSC, Human Resources Initial Handbook Meeting 
* ASC, CSC, Human Resources Enrollment Initiatives Meeting 
*President's Breakfast 
In conclusion, I would like to recommend that all administrative staff mark their 
calendars on Monday, November lOth from 3:30- 5:00PM for a presentation entitled 
"Students First: Using Service Quality at BGSU" that I personally believe every 
member of the entire campus community (undergraduate students, graduate 
students, faculty, classified staff, administrative staff, and trustees) should attend. 
YOU MAY ASK, WHY? THE ANSWER IS THAT THE SEVEN LESSONS IN DR. 
TOM CONNELLAN'S BOOK ALL HAVE PRACTICAL APPLICATION IN HOW 
BOWLING GREEN STATE UNIVERSITY CAN TAKE THE TWO WORDS 
"STUDENTS FIRST" AND TURN THEM INTO REALITY. 
'~ 
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MEMORANDUM 
October 2, 1997 
1'0: ASC Representatives 
FROM: The Ad Hoc Committee on Administrative Staff Teaching Compensation 
RE: Survey 
Please contact your ASC constituents and solicit responses to the attached survey. 
Send completed surveys to Jan Peterson, CEISP, 40 College Park, by October 14th. 
· Before you return the surveys, please take a moment to jot down a few words about 
how your constituents reacted to the survey and its topic. · 
If you have any questions, please ask a member of the Ad Hoc Committee on 
Administrative Staff Teaching Compensation Polices. Committee members include: 
Tony Boccanfuso, Terry Lawrence, Penny Nemitz, Paul Obringer, Anne Saviers, 
Suzanne Thierry, Betty Ward, Jodi Webb, Paul Yon and Jan Peterson, Chair. 
Our sincere thanks for your cooperation in contacting your ASC constituents, and 
your fme effort in collecting this information. 
Attachment 
IS 1 
• 
• 
• 
SURVEY ON ADMINISTRATIVE STAFF TEACHING COMPENSATION 
OCTOBER 2, 1997 
Do you teach for BGSU? D Yes D No 
Do you teach D credit classes, D summer workshops/seminars, D noncredit classes for Continuing 
Education. Check all that apply. 
Do you teach each semester? D Yes D No If No, how frequently do you teach? ____ _ 
How many credit hours do you teach each semester? 
----
Are you compensated for teaching credit classes? D Yes D No 
Are you compensated at the D overload teaching rate, Dyart-time faculty/teaching rate, 
D the assignment is part of my administrative contract, U I am not compensated to teach, 
D my compensation situation is individualized and does not fit the aforementioned. 
My administrative contract is a D 12 month contract, D 10 month contract, D 9 month contract. 
Do you hold faculty rank? DYes D No 
What department and college do you teach in? _______________ _ 
Do you teach at the 0 undergraduate level, 0 graduate level, 0 both levels. 
Does your teaching assignment take place D before your customary work hours, 0 during your 
customary work hours, D after your customary work hours, 0 weekends D combination of before 
customary work hours/during customary work hours/after customary work hours/weekends. 
Additional information/ comments/ opinions: 
Thank you for completing this survey! 
Jfo 
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Administrative Staff Council Minutes 
,Thursday, October 21 1997 
Members Present: Jerry Arneling, Shelley Appelbaum, Craig Bedra, Deb Boyce, Scot 
Bressler, Deb Burris, Carmen Castro-Rivera, Judy Donald, James Elsasser, Mike Failor, 
Tom Glick, Pat Green, Linda Hamilton, John Hartung, Deborah Knigga, Sandy LaGro, 
Paul Lopez, Joan Morgan, Sue Perkins, Jan Peterson, Cindy Puffer, Jan Ruffner, Jane 
Schimpf, Bev Steams, Kurt Thomas, Bob Waddle, Laura Waggoner, Reva Walker, Betty 
Ward, Matt Webb, Deb Wells, Duane Whitmire, Calvin Williams, Paul Yon 
Members Absent Who Sent Substitutes: Pat Booth for Sally Blair, Sally Dreier for 
Joyce Blinn, Ron Gargasz for Sharon Hanna, Anita Knauss for Joyce Kepke, Gale Swanka 
for Dawn Mays, Michael Fitzpatrick for Dianne Cherry, Sue Witschi for Jodi Webb. 
Members Absent: Penny Dean, Ken Frisch, Jahi Gye'Nyame, Elayne Jacoby, Randy 
Julian, lnge Klopping, Rebecca McOmber, Gene Palmer, Bonita Sanders-Bembry, Tim 
Smith. 
Guests: Sue Kashuba, Monitor 
Call to Order: 
The meeting was called to order at 1:35 p.m. by Chair, Duane Whitmire . 
Approval ofMinutes: 
Pat Green moved, Joan Morgan seconded that the minutes be approved as distributed. 
Guest Speaker: 
Duane announced that the scheduled speakers, Del Latta and Mike Marsh were unable to 
attend due to the Board of Trustee meetings. They will be guest speakers for the 
December meeting. 
Chair Report: 
Duane thanked Sue Kashuba and Darla Warnock for the Monitor and BG News coverage 
that ASC has been receiving. Duane passed out the ASC Chair Report. He wanted to set 
the record straight regarding the article in the BG News that recently appeared concerning 
the ASC goals. The goals have not been set but will be discussed later in this meeting. 
Tom Glick, recipient of this year's Ferrari Award, will be sharing his thoughts with the 
Board of Trustees on Friday. On October 30, the Executive committee and committee 
chairs have been invited to lunch with Dr. Ribeau at his house . 
17 
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Chair-Elect Report: Deb shared information from the Enrollment Management meetings 
that have been occurring. BGSU is not loosing academically unprepared students, but • 
loosing students during their freshman and sophomore years with a GPA of 3.3 or better. 
The student population is not much different from 10 years ago except their learning styles 
have changed requiring different/new delivery systems to be used. Enrollment and 
retention is all of our business. She gave a BGSU United Way campaign update- 391 
participants pledging $49,000 (124 ofthose are new participants) compared to 419last 
year. 
Secretary Report: Reminder that updated ASC constituent listing is available to pick 
up at the meeting if not already done so. 
Committee Reports: 
Amendments (Bev Stearns, Chair) - The committee needs to identifY approved 
amendments that are not included in the handbook. Also, they will be working with other 
committees working on amendments/handbook changes and propose procedures to ensure 
included in the handbook. 
External Affairs (Bonita Sanders-Bembry, Chair)- No report. 
Awards & Special Recognitions (Jane Schimpf, Chair)- Meeting October 10. Duane 
mentioned that the Executive Committee decided to not have a winter reception but to 
have a reception in the late spring to recognize individuals based upon awards and special 
recognitions that the committee decides upon. 
Internal Affairs (Jan Peterson/Betty Ward, Co-Chairs)- Committee discussing goals and 
gathering ideas. 
Personnel Welfare (Pat Green/Inge Klopping, Co-Chairs)- Pat mentioned that talk has 
taken place regarding the merging of the handbooks. At this time, efforts will be made to 
use the same language within each of the handbooks referring to the same 
policies/regulations. 
Professional Development (Dawn Mays, Chair) - The committee has met twice to discuss 
ideas. They have discussed a mentoring program for new employees as a possibility. 
Salary (Gene Palmer, Chair)- No report. 
Scholarship (Carmen Castro-Rivera, Chair) Carmen reported that Sunday, September 28 
16 individuals from main campus worked at Cedar Point donating their earnings ($640 
from Cedar Point and $640 from the BGSU Alumni Association which equals $1280 in 
matching funds) to the ASC Student Scholarship Fund. The annual fund-raising letter 
will be sent out to Administrative Staff soon which will highlight past recipients . The 
committee also discussed the possibility of a spring raffie donating services and items from 
office with a possible grand prize of a reserved parking space. 
• 
.I 
...... ' . .,. ·• 
• 
• 
• 
Old Business: Jan Peterson distributed a survey regarding teaching compensation 
that she would like ASC reps to discuss/distribute to their constituents and respond by 
October 14. Joe Luthman is working on an educational forum regarding collective 
bargaining issues. 
New Business: Goals were reviewed and discussed. A friendly straw vote was taken to 
eliminate the word Mercer referred to in the compensation plan. Discussion occurred 
regarding only voting on the bold items, the bulleted items were suggestions/guidelines to 
help obtain the goals. Bev Stearns suggested taking out the items in parentheses before 
approval. Paul Yon moved to accept goals with appropriate revisions, Tom Glick 
seconded. Motion approved. 
Discussion was held on the Internal Communications Liaison that was presented by Jeff 
Grilliot at the last meeting. Joan Morgan moved, Bev Stearns seconded to approve the 
appointed position oflnternal Communications Liaison. Motion approved. 
Discussion began on the issue of flex time. Tom Glick urged council to take entire group 
into consideration before any policy/decision was made. Judy Donald mentioned that 
Exec had been discussing this issue during the summer. It was suggested that Duane put 
information on the listproc for information/discussion. This item will be further discussed 
at the November meeting . 
The meeting adjourned at 2:55p.m. 
Judy Donald 
Secretary, ASC 
NEXT MEETING 
NOVEMBER 6,1997 
1:30 P.M. ALUMNI ROOM, UNIVERSITY UNION 
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ADMINISTRATIVE STAFF COUNCIL AGENDA 
Thursday, November 6, 1997 
1:30 p.m. 
Alumni Room, University Union 
1. Call to Order 
2. Introduction of Substitutes 
3. Approval of Minutes 
4. Guest Speakers 
Dr. Charles Middleton, Provost and Vice President for Academic Affairs 
Rebecca Ferguson, Assistant Vice Provost for Human Resources 
5. Chair's Report 
6. Chair Elect's Report 
7. Secretary's Report 
8 . Committee Reports 
Amendments - Beverly Stearns 
External Affairs- Bonita Sanders-Bembry 
Awards & Special Recognitions- Jane Schimpf 
Internal Affairs- Jan Peterson & Betty Ward 
Personnel Welfare- Pat Green & Inge Klopping 
Professional Development - Dawn Mays 
Salary - Gene Palmer 
Scholarship- Carmen Castro-Rivera 
Ad Hoc Committee Reports 
9. Old Business 
Flex Time 
10. New Business 
11. Good of the Order 
12. Adjourn 
• 
• 
• 
ASC CHAIR REPORT 
November 6, 1997 
ASCMeeting 
Since our October 2nd meeting, a mimber of events haVe occurred that directly or 
indirectly impact on administrative staff. On October 30th, your ASC Executive 
Committee and the Chairs of Standing Committees had lunch at President Ribeau's 
house on Hillcrest. This informal gathering provided an opportunity for 
communication and interaction. Dr. Ribeau gave us a brief history about the 
Hillcrest Presidential Residence after the lunch. 
As you probably know, I sent a message to the ASC listserv seeking feedback on the 
topics of Flex Time, Summer Hours, and Year Round Operation. We received nearly 
90 responses to the request. A huge thank you is expressed to Marcia Buckenmyer in 
Human Resources who has placed the data into a word processor. We now have a 20 
page draft document that needs to be analyzed. I would propose that we put together 
a small Ad Hoc Committee to analyze the feedback and propose recommendations to 
the ASC Executive Committee at its November 25th meeting. 
For your information, the call for administrative staff to serve on two Ad Hoc Faculty 
Senate Committees resulted in 7 people who are willing to serve on the Stddent 
Services Committee and 2 who will serve on the Domestic Partners Committee. 
The ASC Leadership Team will be pmt of the BGSU "Students First" contingent in 
the Bowling Green Community Holiday Parade at 10:00 AM on Saturday, November 
22nd. Two of us will be riding in a convertible and tossing out Tootsie Rolls to the 
children . 
I would be remiss if I didn't remind you of the "Students First: Using Service Quality 
at BGSU" presentation by Dr. Tom Connellan on Monday, November lOth from 3:30-
5:00 pm in the Lenhart Grand Ballroom of the University Union. 
During the last month, the ASC Leadership Team, or a portion thereof, has had the 
pleasure of representing administrative staff at the following meetings. 
* Board of Trustees 
* Tri-Boards Dinner 
* Becca Ferguson 
* Chuck Middleton and Becca Ferguson 
* ASC Executive Committee (2) 
* ASC, CSC, Human Resources Employee Enrollment Initiatives Meeting 
* Provost's Meeting (2) 
*President's Panel 
* Faculty/Student Ice Cream Social 
* ASC Salary Committee (Chair) 
*Legions 
* President's Lunch 
* Constituent Groups Caucus 
In conclusion, it has been a busy and productive month. 
Respectfully submitted, 
Duane E. Whitmire, Ph.D. 
~I 
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ADMINISTRATIVE STAFF COUNCIL AGENDA 
Thursday, December 4, 1997 
1:30 p.m. 
Alumni Room, University Union 
1. Call to Order 
2. Introduction of Substitutes 
3. Approval of Minutes 
4. Guest Speakers 
Mr. Delbert Latta, Chair, Board ofTrustees 
Mr. Michael Marsh, Vice Chair, Board of Trustees 
5. Chair's Report 
6. Chair Elect's Report 
7. Secretary's Report 
8. Committee Reports 
Amendments - Beverly Steams 
External Affairs- Bonita Sanders-Bembry 
Awards & Special Recognitions- Jane Schimpf 
Internal Affairs- Jan Peterson & Betty Ward 
Personnel Welfare- Pat Green & Inge Klopping 
Professional Development - Dawn Mays 
Salary - Gene Palmer 
Scholarship- Carmen Castro-Rivera 
Ad Hoc Committee Reports 
9. Old Business 
Flex Time 
10. New Business 
11. Good of the Order 
12. Adjourn 
• 
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ASC CHAm REPORT 
December 4, 1997 
ASCMeeting 
The last month has been quite productive from a number of standpoints. One of the 
most enjoyable activities was to represent administrative staff, for the first time, in 
the Bowling Green Community Holiday Parade. Seven adults and five children had a 
great time giving out nearly seventy pounds of candy to kids lined along the street. 
In a meeting with Chuck Middleton and Becca Ferguson yesterday, we were informed 
that a memo about summer hours has gone to the Vice Presidents. It will then go to 
the Unit Heads for discussion with everyone at the Unit level. It is my understanding 
that the memo focuses on service goals, hours of operation, and1flexibility at the Unit level. 'Y ~· =--
The ASC Professional Development Committee received go~:2nth, but I 
will defer to Dawn Mays to share the news with you in her Chair report. 
On a personal note, I want to thank everyone who attended Dr. Tom Connellan's 
presentation on "Students First: Using Service Quality at BGSU". It was a pleasure 
to work on a practical exercise in Building Community that was so well attended. 
During the last month, the ASC Leadership Team, or a portion thereof, has had the 
pleas~re of representing administrative staff in the following ways . 
*Board ofTrustees- Finance Committee 
* Becca Ferguson 
* Constituents Groups Caucus (2) 
* Faculty Senate Luncheon 
*Legions 
* ASC, CSC, Human Resources Employee Enrollment Initiatives (2) 
* Enrollment 99 Stakeholders 
* Bowling Green Community Holiday Parade 
* ASC Executive Committee 
*Chair & Vice Chair of Board ofTrustees Lunch 
* Chuck Middleton and Becca Ferguson 
Respectfully submitted, 
P~t:v~ 
Duane E. Whitmire, Ph.D . 
• 
• 
• 
Administrative Staff Council Minutes 
Thursday, December 4, 1997 
Members Present: Shelley Appelbaum, Craig Bedra, Sally Blair, Deb Boyce, Scot 
Bressler, Deb Burris, Carmen Castro-Rivera, Penny Dean, Judy Donald, James Elsasser, 
Tom Glick, Pat Green, Linda Hamilton, John Hartung, Elayne Jacoby, Joyce Kepke, 
Deborah Knigga, Sandy LaGro, Dawn Mays, Joan Morgan, Sue Perkins, Jan Peterson, 
Cindy Puffer, Bonita Sanders-Bembry, Jane Schimpf, Bev Steams, Laura Waggoner, 
Betty Ward, Matt Webb, Jodi Webb, Deb Wells, Duane Whitmire, Paul Yon. 
Members Absent Who Sent Substitutes: Kevin Work for Calvin Williams, Tony 
Howard for Dianne Cherry and Paul Lopez, Sue Lau for Gene Palmer, Becky McOmber, 
Sue Tomer for Mike Failor and Jerry Ameling, Theresa Paxton for Jan Ruffuer. 
Members Absent: Joyce Blinn, Dianne Cherry, Ken Frisch, Jahi Gye'Nyame, Sharon 
Hanna, lnge Klopping, Randy Julian, Tim Smith, Kurt Thomas, Bob Waddle, Reva 
Walker. 
Guests: 
Call to Order: 
Sue Kashuba, Monitor 
Wendy Suto, BG NEWS 
The meeting was called to order at 1:35 p.m. by Chair, Duane Whitmire. 
Approval ofMinutes: 
Judy Donald amended the November minutes to read. "Goals for this year should have 
been completed by this time. Dr. Middleton said that they will be running a list in January 
to what individuals have not completed the writing of their goals for this year. Those 
supervisors not in compliance will not be eligible for raises." Bev Steams moved, and Pat 
Green seconded the amended changes. Motion moved. Pat Green moved, Joyce Kepke 
seconded the approval of the amended minutes. 
Guest Speakers: Mr. Del Latta, Chair, Board of Trustees and Mr. Michael Marsh, Vice 
Chair, Board of Trustees were the guest speakers. The Leadership Team (Duane, Deb, 
and Judy) had lunch with them on Wednesday prior to the meeting to present them with 
questions that Duane had collected from the listproc. 
The first question was where do they see the university in the year 2000 and 2010. Mr. 
Latta is concerned by retention mainly during the sophomore year. We need to all work 
together to increase enrollment and retention. He felt the Open House held last year was 
an excellent way to tell about BGSU. Mr. Marsh would like to see BGSU back at the 
enrollment ceiling. The blueprint is in place to meet the goal of retention and enrollment 
but stressed we all need to work together to achieve this. He would like to focus on 
• 
• 
• 
undergraduate education by 2010 and scale back on the focus ofbeing a research 
institution. 
Question #2 dealt with how BGSU employees can increase the public's understanding of 
the value of higher education. Mr. Latta stated we need to do more to attract students 
and also work towards selling a better product. Mr. Marsh feels that historically higher 
education has not done a good job in marketing. We need to talk up BGSU to people not 
involved with the university as many are unaware of what goes on here. BGSU has much 
to offer. We need to highlight different areas ofBGSU to the public to increase their 
knowledge and understanding of the university. 
Question #3 dealt with applying a corporate business model to a university setting. Mr. 
Latta stated that government operations were not to be in the business of making a profit. 
If there was a profit, he felt that they were not providing the services needed. Mr. Marsh 
felt the university should use business principles such as accountability of job performance 
and merit pay. However, it is difficult to apply a complete business model in an 
educational setting. 
The rest of their time was open for questions. 
1. What did they see as the top three priorities of the university. 1) Enrollment, 2) 
Funding situation with subsidy increase at only 1% next year, and 3) Integration of 
university-everyone needs to work together to eliminate barriers that students/public face 
in dealing with the university. 
2. What are the trustees doing to enhance university community. 1) Enhancing 
technology, 2) Renovations to the residence halls, 3) Increased efforts to enhance student 
activities on campus. 
They both commented on the work at Firelands Campus in addressing the needs of the 
non-traditional students and saw this as a focus within the next few years. John Hartung 
talked about the opportunities available for their population at Firelands Campus and their 
need to remain competitive with other institutions in their area. 
Chair Report: 
Duane passed out the ASC Chair Report and highlighted points of interest to the group 
including the participation in the Holiday parade and thanking everyone for their help. 
Duane showed the group the banners that were recently purchased for the Administrative 
Staff that were used in the parade and can be used for other functions. He mentioned the 
follow-up to the Connellan presentation will be handled by Student Affairs utilizing a 
university-wide 5-7 member team. More information to follow on this as Duane is 
meeting with Ed Whipple on Wednesday, December 10 to discuss this. The ASC winter 
reception will be held in the spring and focusing on the special awards and recognitions 
designed by the Special Awards and Recognitions committee's work . 
• 
• 
Chair Elect Report: No report. 
Secretary Report: No report. 
Committee Reports: 
Amendments (Bev Steams, Chair)- Have identified amendments approved that need to be 
in the handbook. 
External Affairs (Bonita Sanders-Bembry, Chair)- Working on an after-the-holiday event 
for the BGSU community including Firelands campus in providing food baskets to the 
needy. 
Awards & Special Recognitions (Jane Schimpf, Chair)- Finalized the survey that will go 
out to Administrative Staff seeking input on what types of rewards/recognitions would 
like to see given to staff Need quick response. 
Internal Affairs (Jan Peterson/Betty Ward, Co-Chairs)- Looking at the election process 
and reviewing the handbook in respect to updates that need to occur. 
Personnel Welfare (Pat Green!Inge Klopping, Co-Chairs)- Working on a new section to 
be included in the handbook regarding the compensation plan. Will be presenting at the 
next Executive Committee meeting . 
Professional Development (Dawn Mays, Chair)- Recently received $4000 budget for 
Professional Development. Looking at recognition ofbest practices within the university 
either person, office or program can be nominated. Also a Professional Connections 
Program for new employees. 
Salary (Gene Palmer, Chair) -No report. 
Scholarship (Carmen Castro-Rivera, Chair)- Meeting with Doug Smith, Development 
Office to track money given to the scholarship fund making sure it is placed in the correct 
budget. Also working with Development Office on the raffie. 
Others: Part-time teaching compensation reported a 36% response. Of those responding, 
29% teach with 50% of those not being compensated. 
Old Business: Flex time issue. Duane mentioned that he had been told that a memo was 
sent to area supervisors seeking input on how individuals operations would be handling 
service hours during the summer. He suggested individuals talk with their supervisors 
regarding this issue. 
New Business: None . 
. ' 
• The meeting adjourned at 3:00p.m. 
• 
• 
Judy Donald 
Secretary, ASC 
NEXT MEETING 
JANUARY 8, 1998 
1:30 P.M. ALUMNI ROOM, UNIVERSITY UNION 
• 
• 
• 
ADMINISTRATIVE STAFF COUNCIL AGENDA 
Thursday, January 8, 1998 
1:30 p.m. 
Alumni Room, University Union 
1. Call to Order 
2. Introduction of Substitutes 
3. Approval of Minutes 
4. Topics oflnterest 
- Educational Forums regarding collective bargaining 
- Administrative Staff web site 
- Administrative Staff workshop involving adm staff at Ohio universities or MAC 
schools (spring semester) 
5. 
6 . 
7. 
8. 
Chair's Report 
Chair Elect's Report 
Secretary's Report 
Committee Reports 
Amendments - Beverly Stearns 
External Affairs - Bonita Sanders-Bembry 
Awards & Special Recognitions- Jane Schimpf 
Internal Affairs- Jan Peterson & Betty Ward 
Personnel Welfare- Pat Green & Inge Klopping 
Professional Development - Dawn Mays 
Salary - Gene Palmer 
Scholarship- Carmen Castro-Rivera 
Ad Hoc Committee Reports 
9. Old Business 
10. New Business 
11. Good of the Order 
12. Adjourn 
_I 
'· 
/ 
• 
• 
• 
Administrative Staff Council Minutes 
Thursday, January 8, 1998 
Members Present: Jerry Ameling, Joyce Blinn, Deb Boyce, Carmen Castro-Rivera, 
Dianne Cherry, Penny Dean, Judy Donald, James Elsasser, Ken Frisch, Pat Green, Linda 
Hamilton, John Hartung, Deborah Knigga, Dawn Mays, Gene Palmer, Jan Peterson, Jan 
Ruffner, Jane Schimpf, Bev Stearns, Kurt Thomas, Reva Walker, Betty Ward, Jodi Webb, 
Deb Wells, Duane Whitmire. 
Members Absent Who Sent Substitutes: Phyllis Hartwell for Sally Blair, Anita Knauss 
for Joyce Kepke, Gail McRoberts for Deb Burris, Sue Lau for Becky McOmber, Sherri 
Armstrong for Laura Waggoner, Lisa McHugh for Joan Morgan. 
Members Absent: Shelley Appelbaum, Craig Bedra, Scot Bressler, Mike Failor, Tom 
Glick, Jahi Gye'Nyame, Sharon Hanna, Elayne Jacoby, Randy Julian, lnge Klopping, 
Sandy LaGro, Paul Lopez, Sue Perkins, Cindy Puffer, Bonita Sanders-Bembry, Tim 
Smith, Bob Waddle, Matt Webb, Calvin Williams, Paul Yon. 
Guests: 
Call to Order: 
Sue Kashuba, Monitor 
JoeLuthman 
Rebecca Ferguson 
The meeting was called to order at 1:30 p.m. by Chair, Duane Whitmire. 
Approval ofMinutes: 
Judy Donald amended the December minutes to include Bob Waddle to be in attendance. 
Bev Stearns moved, and Jan Schimpf seconded the amended changes. Motion passed and 
minutes were approved as amended. 
Topics oflnterest: 
Joe Luthman spoke regarding collective bargaining and bringing educational forums to 
campus for all employment groups. He felt that there are three areas of discussion: ( !-
without collective bargaining, 2-with collective bargaining, and 3-status quo. He pointed 
out that the goal of these discussions is to bring about a healthy productive university. He 
solicited comments and possible speakers from the group or you can e-mail him at 
jluthma@bgnet.bgsu.edu 
Ann Bowers and Jill Carr were not able to be in attendance, but Duane spoke on their 
behalf regarding a state-wide Administrative Staff meeting. This idea came about during 
a meeting this past summer with the previous BGSU ASC chairs. The meeting would 
comprise of past chair, chair or chair-elect from the administrative group representing the 
.---------------------~--~--~-~ 
• 
• 
• 
state universities of Ohio. This would be way to share ideas and policies among the 
various groups and provide an on-going communication. 
Rebecca Ferguson was in attendance to handle questions or concerns regarding the recent 
correspondence from her office (pay grades and mid-year performance evaluation). 
Duane formally thanked Becca for the pay grade listing. 
Regarding the performance evaluation, Becca reminded the group that now is the time to 
sit with your supervisor and review goals and progress. The goals and review are to be on 
the form that has been provided. The form is on electronic format and can be obtained by 
contacting Human Resources or e-mailing Marcia Buckenmyer at 
mbucken@bgnet.bgsu.edu. The memo went to all administrative staff and faculty who 
supervise administrative staff. She summarized her comments by stating that consistency 
is the key_ in getting the performance appraisals completed and that Human Resources is 
expecting the end-of-year report to be turned in on the approved form. 
Regarding the memo on the pay grades, Becca stressed that individuals review the listing 
and also the reported numbers. If you feel there are any inaccuracies, please notify Human 
Resources. Duane will be e-mailing ASC members to emphasize the importance in 
reviewing and checking the memo. 
Chair Report: 
Duane passed out the ASC Chair Report and highlighted points of interest to the group. 
The ASC Leadership Team met with Becca Ferguson on December 19, 1997 to keep the 
channels of communication open and set a framework for interaction regarding personnel 
matters. Duane distributed copies of the home page for Administrative Staff Council. 
Due to illness, Calvin Williams was not able to attend to further describe what he has been 
doing with the web pages. The monthly minutes are on the web pages up to October and 
others will be completed in the near future. Any feedback should be sent to Calvin at 
calvinw@bgnet.bgsu.edu. Judy passes these to Calvin on a monthly basis. 
Chair Elect Report: No report. 
Secretary Report: No report. 
Committee Reports: 
Amendments (Bev Stearns, Chair)- Drafted amended Article 10 which will be presented 
at the February meeting for discussion at the March meeting. 
External Affairs (Bonita Sanders-Bembry, Chair)- No report. 
Awards & Special Recognitions (Jane Schimpf, Chair) - Received 15 responses to recent 
survey and will be making recommendations shortly . 
• 
• 
• 
Internal Affairs (Jan Peterson/Betty Ward, Co-Chairs)- No report . 
Personnel Welfare (Pat Green/Inge Klopping, Co-Chairs) - The first reading of the policies 
for the compensation plan will be in February. Will be sending copies out to reps before 
next meeting. 
Professional Development (Dawn Mays, Chair)- The Professional Connection program is 
a go. Encouraged individuals to volunteer as mentors. Best practices nominations will be 
out in February. 
Salary (Gene Palmer, Chair) -No report. 
Scholarship (Carmen Castro-Rivera, Chair)- Continuing to work on raflle prizes. Asked 
for donations from offices within the campus community. 
Others: 
Old Business: None. 
New Business: None. 
Tr~e~ at 3:00p.m . 
Judy Donald 
Secretary, ASC 
NEXT MEETING 
FEBRUARY 5, 1998 
1:30 P.M. ALUMNI ROOM, UNIVERSITY UNION 
3/ 
• 
ASC CHAIR REPORT 
January 8, 1998 
ASCMeeting 
The Holiday season associated with the month of December resulted in fewer 
activities impacting on administrative staff. However, the activities that did occur 
have major ramifications for our constituent group. The Office of Human Resources 
has been busy generating the December 15th memo regarding the Administrative 
Staff Performance Appraisal and the December 24th memo on Administrative Staff 
Pay Grades. I would like to thank Becca Ferguson and her staff for generating the 
lists that have been requested for some time. She is attending today's meeting to 
entertain questions related to either of these memos. · 
Another activity that has long-range implications for administrative staff involves 
the lion-renewal of contracts for a few members of our constituency. The ASC 
Leadership Team met with Becca on December 19th to keep the channels of 
communication open regarding these situations. Although it is always difficult when 
colleagues are impacted by non-renewal, a framework was established for interaction 
between the ASC Leadership Team and the Assistant Provost for Human Resources. 
The following five specific questions were discussed. 
1) How does the situation fit into the context of the Administrative Staff 
Compensation Plan (ASCP)? 
2) Has the situation been graded in the ASCP? 
_ • · 3) What role did the Affirmative Action office play in the process? 
• 
4) What are the early communication channels that should be used? 
5) Who is responsible for the "big picture" of implementing the ASCP? 
Nineteen administrative staff have volunteered to serve on the team to follow-up on 
Dr. Tom Connellan's presentation. The ASC Executive Committee has provided 
feedback on the list of volunteers, and the ASC Leadership will narrow the list down 
to three individuals as requested by Dr. Whipple. One representative from each of the 
five constituent groups will ultimately be chosen to serve on the follow-up team. 
During the last month, the ASC Leadership Team, or a portion thereof, has 
represented administrative staff in the following ways. 
* ASC Executive Committee (2) 
* Enrollment 99 Stakeholders Holiday Party 
* President Ribeau's McFall Open House 
*Board of Trustees 
*Legions 
* ASC, CSC, Human Resources Employee Enrollment Initiatives (2) 
* Becca Ferguson 
Respectfully submitted, 
!J~t??V~ 
Duane E. Whitmire, Ph.D. 
• 
• 
• 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
ADMINISTRATIVE STAFF COUNCIL AGENDA 
Thursday, February 5, 1998 
1:30 p.m. 
Alumni Room, University Union 
Call to Order 
Introduction of Substitutes 
Approval ofMinutes 
Guest Speakers- None scheduled 
Chair's Report 
Chair Elect's Report 
Secretary's Report 
Committee Reports 
Amendments - Beverly Stearns 
External Affairs- Bonita Sanders-Bembry 
Awards & Special Recognitions- Jane Schimpf 
Internal Affairs- Jan Peterson & Betty Ward 
Personnel Welfare - Pat Green & Inge Klopping 
Professional Development - Dawn Mays 
Salary - Gene Palmer 
Scholarship- Carmen Castro-Rivera 
Ad Hoc Committee Reports 
9. Old Business 
10. New Business-Presentations 
Amendments Committee 
Personnel Welfare Committee 
11. Good of the Order 
12. Adjourn 
... 
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ASC CHAIR REPORT 
February 5, 1998 
ASCMeeting 
On a personal note, I would like to thank Administrative Staff Council and numerous 
members of the University community for the thoughtful expression of sympathy 
associated with the death of my father. Words cannot express how much the flowers, 
notes, phone calls, and e-mail messages were appreciated. THANKS!!! 
At this time of the year, I would like to bring you up to date on the progress being 
made by various ASC committees related to the 10 goals approved by Council on 
October 3rd. 
To Implement the Administrative StaffCompensatjon Plan- Pat Green and the 
Personnel Welfare Committee are making a great deal of progress on this goal. The 
intent is to present policies and procedures related to Handbook revisions to Council 
for a first reading next month. 
To Raise the ASC Student Scholarship Fund by At Least $10,000 - Carmen Castro-
Rivera and the Scholarship Committee have "gone above and beyond the call of duty" 
in taking on this lofty goal. 
To Implement the Performance-Based Merit System and Performance Appraisal 
Process- Pat Green and the Personnel Welfare Committee are making progress on 
this on-going activity. 
To Hold Educational Forum(s) on Collective Bargaining- An Ad Hoc Committee is 
conducting the background work needed to hold educational forums on collective 
bargaining. 
To Update the ASC Charter and Bylaws -Beverly Steams and the Amendments 
Committee have prepared materials for a first reading at Council today. 
To Analyze Administrative Staff Teaching Part-Time- Jan Peterson and an Ad Hoc 
Committee has conducted a survey and put a lot of time and thought into 
recommendations that will ultimately be presented to Council. 
To Develop an ASC Web Presence - Calvin Williams has brought Administrative 
Staff Council up to speed on the Internet with the work he has completed on our web 
pages. 
To Make Appropriate Recommendations Regarding Salary Matters Pertaining to 
Administ.rative Staff- Gene Palmer and the Salary Committee will be working on this 
goal during the Spring semester. 
To Increase University EnroUments by Collaboratively Working with Other Groups 
on Campus - Deb Boyce, Judy Donald, and I have been working with Becca Ferguson, 
Faith Olson, and Michael Walsh to identify logical courses for employees to take 
based upon their expressed needs . 
To Develop Ways to Recognize Administrative Staff for Their Achievements- Jane 
Schimpf and the Awards and Special Recognitions Committee along with Dawn Mays 
and the Professional Development Committee are making progress on this goal. 
• 
• 
During the last month, the ASC Leadership Team, or a portion thereof, has 
represented administrative staff in the following ways. 
* ASC Executive Committee 
* Doug Smith in Development 
* ASC, CSC, Human Resources Employee Enrollment Initiatives (2) 
* Provost Meeting 
* Constituent Groups Caucus 
* Becca Ferguson 
* Chuck Middleton and Becca Ferguson 
Respectfully submitted, 
fJ~rv~ 
Duane E. Whitmire, Ph.D. , 
3S 
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• 
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Administrative Staff Council Minutes 
Thursday, February 5, 1998 
Members Present: Jerry Ameling, Shelley Applebaum, Joyce Blinn, Deb Boyce, Scot 
Bressler, Dianne Cherry, Judy Donald, James Elsasser, Mike Failor, Pat Green, Linda 
Hamilton, John Hartung, Elayne Jacoby, Joyce Kepke, Deborah Knigga, Sandy LaGro, 
Paul Lopez, Dawn Mays, Rebecca McOmber, Joan Morgan, Gene Palmer, Sue Perkins, 
Jan Peterson, Cindy Puffer, Jan Ruffner, Bonita Sanders-Bembry, Jane Schimpf, Bev 
Stearns, Robin Veitch, Bob Waddle, Laura Waggoner, Betty Ward, Jodi Webb, Matt 
Webb, Duane Whitmire, Calvin Williams, Paul Yon. 
Members Absent Who Sent Substitutes: Lisa Chavers for Deb Burris, Suzanne 
Kashuba for Ken Frisch, Tony Howard for Tim Smith, Patti Ankney for Craig Bedra. 
Members Absent: Sally Blair, Carmen Castro-Rivera, Penny Dean, Sharon Hanna, 
Randy Julian, Inge Klopping, Kurt Thomas, Reva Walker, Deb Wells. 
Guests: Shannon McFarlin, Monitor 
Laura Emch, Internal Affairs Committee 
Pat Kania, Internal Affairs Committee 
Call to Order: 
The meeting was called to order at 1:30 p.m. by Chair, Duane Whitmire. 
Approval of Minutes: 
Pat Green moved, Bev Stearns seconded. Minutes were approved as distributed. 
Guest Speakers: None 
Chair Report: 
Duane passed out the ASC Chair Report and highlighted points of interest to the group. 
He thanked the committees for the work they have done and continue to do. 
Chair Elect Report: Deb thanked the Administrative Staff members for volunteering to 
serve on the focus groups. Administrative Staff had the most volunteers which was very 
much appreciated. 
Secretary Report: No report. 
Committee Reports: 
Amendments (Bev Stearns, Chair) - See New Business . 
• 
• 
• 
External Affairs (Bonita Sanders-Bembry, Chair)- The program "Bring son/daughter to 
work" is being planned for sometime in April. The committee is working with Pat 
Patton, Human Resources in putting this event together. They are looking for events or 
activities for the children to attend during the day. 
Awards & Special Recognitions (Jane Schimpf, Chair)- Have reviewed the survey 
results. Possibly have two new awards with multiple recipients. 
Internal Affairs (Jan Peterson/Betty Ward, Co-Chairs)- See New Business. 
Personnel Welfare (Pat Green/Inge Klopping, Co-Chairs)- Due to recommendations from 
the Leadership Team and Dr. Middleton, it was felt that the Vice Presidents need to 
review the compensation plan and provide feedback before it comes to council. It is 
expected that we will be reviewing this document next month. 
Professional Development (Dawn Mays, Chair)- 16 administrative staff members 
volunteered for the Professional Connections Program. Currently looking for leadership 
programs that administrative staff could attend. 
Salary (Gene Palmer, Chair)- Waiting for CUPA report. 
Scholarship (Carmen Castro-Rivera, Chair) - Revising scholarship applications which 
should be available shortly, also be on the web. Finalizing raffle to go out to 
administrative staff, faculty and classified staff soon. 
Others: Paul Yon mentioned that the committee has been in contact with a federal 
mediator to bring to campus in April for the educational forums on collective bargaining. 
Old Business: Duane thanked administrative staff who volunteered for the Tom 
Connellen follow-up (19 from adm staff). Patti Ankney was selected to represent 
administrative staff on this committee. 
New Business: Amendment committee: Bev Stearns presented the Proposal to Amend 
Bylaws Article 10 for ASC to review and share with constituents. Discussion and a vote 
will take place at the March meeting. 
Internal Affairs committee: Jan Peterson presented a proposal to change 
the structure of ASC which has come about due to the recent changes of the 
administration. The proposed changes would group ASC in functional groups rather than 
VP areas. Also included in the proposal is to reduce the size of the ASC membership to 
35 from 50 to make ASC a more workable group. Implementation regarding these 
changes were briefly discussed. Jan would like individuals to e-mail her at 
jpeters@bgnet.bgsu.edu or Betty Ward at bjward@cas.bgsu.edu to give thoughts or ideas 
concerning these changes. Discussion and vote will take place at March meeting . 
The meeting adjourned at 2:30p.m. 
• 
• 
• 
, ' r 
'llAI(~ 
Judy Donald 
Secretary, ASC 
NEXT MEETING 
MARCH 5, 1998 
1:30 P.M. ALUMNI ROOM, UNIVERSITY UNION 
,. 
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ADMINISTRATIVE STAFF COUNCIL AGENDA 
Thursday, March 5, 1998 
1:30 p.m. 
Alumni Room, University Union 
Call to Order 
Introduction of Substitutes 
Approval of Minutes 
Guest Speakers- None scheduled 
Chair's Report 
Chair Elect's Report 
Secretary's Report 
Committee Reports 
Amendments - Beverly Stearns 
External Affairs- Bonita Sanders-Bembry 
Awards & Special Recognitions- Jane Schimpf 
Internal Affairs - Jan Peterson & Betty Ward 
Personnel Welfare- Pat Green & Inge Klopping 
Professional Development - Dawn Mays 
Salary - Gene Palmer 
Scholarship- Carmen Castro-Rivera 
Ad Hoc Committee Reports 
9. Old Business 
Amendment Committee Proposal 
Internal Affairs Proposal 
10. New Business 
Personnel Welfare Committee- compensation plan 
11. Good of the Order 
12. Adjourn 
• 
• 
ASC CHAIR REPORT 
March 5, 1998 
ASCMeeting 
Sharing the agenda from Tuesday's ASC Executive Committee meeting will give you 
an understanding of the effort that has been put forth on your behalf by a number of 
ASC committees during the past month. On March 3rd, agenda items focused on 
discussion of the activities occurring within the following committees. 
Internal Affairs, Jan Peterson and Betty Ward, Co-Chairs 
Amendments, Beverly Stearns, Chair 
Salary, Gene Palmer, Chair 
Awards & Special Recognitions, Jane Schimpf, Chair 
Scholarship, Carmen Castro-Rivera, Chair 
Personnel Welfare, Pat Green, Chair 
Suffice it to say that the ASC committees have been actively working to promote the 
general welfare of all administrative staff in a variety of ways. Starting with today's 
ASC meeting, and in the months ahead, you will see the results of their labor. 
During the last month, the ASC Leadership Team, or a portion thereof, ·has 
represented administrative staff in the following ways. · 
* ASC, CSC, Human Resources Employee Enrollment Initiatives (2) 
* President's Day Activities 
*Legions 
* Provost's Meeting (2) 
* Chuck Middleton and Becca Ferguson 
* ASC Executive Committee (2) 
* President's State of the University Address 
* Firelands "Imagineering Mini-Retreat" 
* Board of Trustees 
* Constituent Groups Caucus 
* Amendments and Internal Affairs Chairs 
* Connellan Follow-Up Team 
* Personnel Welfare Committee Data Analysis Meeting 
As usual, it has been a busy and productive month. 
Respectfully submitted, 
Duane E. Whitmire, Ph.D . 
t(-O 
r-------------------------~------
• 
• 
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Administrative Staff Council Minutes 
Thursday, March 5, 1998 
Members Present: Jerry Arneling, Shelley Applebaum, Joyce Blinn, Deb Boyce, 
Carmen Castro-Rivera, Judy Donald, James Elsasser, Pat Green, Linda Hamilton, John 
Hartung, Elayne Jacoby, Inge Klopping, Deborah Knigga, Sandy LaGro, Dawn Mays, 
Rebecca McOmber, Sue Perkins, Cindy Puffer, Jan Ruffner, Bonita Sanders-Bembry, Jane 
Schimpf, Bev Stearns, Robin Veitch, Bob Waddle, Laura Waggoner, Reva Walker, Betty 
Ward, Jodi Webb, Matt Webb, Deb Wells, Duane Whitmire, Calvin Williams. 
Members Absent Who Sent Substitutes: Patti Ankney for Craig Bedra, Wade Jean for 
Penny Dean, Phyllis Short for Mike Failor, Anita Knauss for Joyce Kepke, Lois 
Sonnenberg for Jan Peterson. 
Members Absent: Sally Blair, Scot Bressler, Dianne Cherry, Sharon Hanna, Paul 
Lopez, Joan Morgan, Gene Palmer, Tim Smith, Kurt Thomas, Paul Yon. 
Guests: 
Call to Order: 
Shannon McFarlin, Monitor 
Laura Emch, Internal Affairs Committee 
Pat Kania, Internal Affairs Committee 
The meeting was called to order at 1:30 p.m. by Chair, Duane Whitmire. 
Approval of Minutes: 
Bev Stearns suggested changes in minutes. Under New Business, change to Jan Peterson 
presented information (take out word proposal) and delete last sentence beginning with 
Discussion.... Linda Hamilton moved to accepted amended minutes, Pat Green seconded. 
Minutes were approved as amended. 
Guest Speakers: None 
Chair Report: 
Duane passed out the ASC Chair Report and highlighted points of interest to the group. 
He thanked the committees for the work they have done and continue to do. 
Chair Elect Report: No report. 
Secretary Report: Judy read thank you note from the Whitmire family for acts of 
sympathy due to death of his father. 
Judy reported the interest of staff in the Employee Enrollment 
Initiative Program. Approximately 15 responses by staff. Continuing Education will be 
4-1 
meeting with these individuals shortly to determine class(es) they might want to take 
beginning Fall Semester. 
Committee Reports: 
Amendments (Bev Stearns, Chair) - Bev Stearns moved to adopt Proposal to Amend 
Bylaws Article 10. Deb Boyce seconded. Bev suggested changes to read as follows: 
Section 1: C. The Amendments Committee shall distribute to ASC electronically the 
written proposal before the meeting and distribute a paper copy at the Administrative Staff 
Council meeting. Section 1: D. Delete. Section 1: E. Change to D. John Hartung 
moved to suspend rules, Matt Webb seconded. Motion approved. A verbal vote was 
taken, motion passed. 
External Affairs (Bonita Sanders-Bembry, Chair) - The program "Bring Your Daughter 
to Work"(ages 9-15) is being planned for April22. Several offices are co-sponsoring this 
event. The day begins with a continental breakfast (free of charge). A luncheon is also 
being planned for a nominal fee. Human Resources has taken charge of this event. 
Questions can be directed to Bonita or Human Resources. 
Awards & Special Recognitions (Jane Schimpf, Chair)- Jane shared the award granted to 
recipients of the BG Best Awards. She also shared a proposal regarding this project. 
Carmen suggested to change that the awards will be awarded each year based upon the 
status ofthe Administrative Staff Council budget. Jane moved, Elayne Jacoby seconded. 
Matt Webb moved to suspend rules, Jan Ruffuer seconded. Motion approved. Original 
motion approved. 
Internal Affairs (Jan Peterson/Betty Ward, Co-Chairs)- Proposal to Change Section III 
and Section IV of the Charter was distributed for review. Discussion and voting will take 
place at the April meeting. Jodi Webb expressed concern regarding the election procedure 
for this year. Judy is currently working on this process and will wait until after the April 
meeting to distribute the materials. Judy also mentioned that for this election, she will be 
seeking self-nominations for the Administrative Staff Council. 
Personnel Welfare (Pat Green/Inge Klopping, Co-Chairs) - Pat said that the compensation 
plan (policies and procedures) will bee-mailed to ASC members by the end ofMarch for 
review. April meeting will be the first reading. Board of Trustees will vote on this at the 
June meeting. Duane thanked Pat and committee for their efforts. Also thanked Inge 
Klopping for the initial data collection of salary data and Patti Ankney for the completion 
of the data analysis. 
Professional Development (Dawn Mays, Chair)- No report. 
Salary (Gene Palmer, Chair)- Jan Ruffner read the recommendation that was e-mailed to 
ASC members. Jan moved to accept, Carmen seconded. Pat Green explained the 
reasoning behind #2. It was suggested to amend the proposal to include the following 
under #2: While the pay ranges increase annually at 1% less than the total raise 
• 
• 
• 
.... 
• 
• 
• 
(combination of merit and across the board increase), it is recommended administrative 
staff receive an across the board increase equivalent to the increase in the pay range. For 
example, if the total raise is 3% and the pay range increases by 2%, the across the board 
raise should be 2%. This prevents administrative staff from moving backward in the pay 
range and possibly falling below the minimum. Pat moved to accept the amended change, 
Inge seconded. Matt Webb moved to suspend the rules, Deborah Knigga seconded. 
Motion approved. Motion to accept amended changes approved. Duane will send this 
proposal forward to Dr. Middleton by Friday, March 6. 
Scholarship (Carmen Castro-Rivera, Chair)- Raffie sales are good: 1608 tickets sold 
which equals $1238. Anyone wishing to purchase tickets can contact Deb Freyman, 
Biology at dfreyma@opie.bgsu.edu. The drawing for the raffie prizes will be the next 
ASC meeting, April2. As ofDecember, $2350 collected towards scholarship with $3500 
(including raffie ticket sales) for year which is up from last year collecting $1580 for the 
whole year. E-m ailed students that are at the top 10% of their class, telling them about 
the scholarship. Currently reviewing applications. Carmen thanked the Scholarship 
committee for all their hard work as their efforts are proving very successful. 
Others: Duane reported that Paul Yon has been contacting lawyers and law professors to 
be included in the panel for the Educational Forums on Collective Bargaining. 
Part-time teaching ad hoc committee will be presenting information to the Exec 
Committee shortly . 
Old Business: 
New Business: Joyce Blinn shared information regarding the Springboard Program for fall 
semester. Interested individuals should contact Milt Hake!, Psychology. 
The meeting adjourned at 2:45p.m. 
Judy Donald 
Secretary, ASC 
NEXT MEETING 
APRIL 2, 1998 
1:30 P.M. ALUMNI ROOM, UNIVERSITY UNION 
/ 
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ADMINISTRATIVE STAFF COUNCIL AGENDA 
Thursday, April2, 1998 
1:30 p.m. 
Alumni Room, University Union 
Call to Order 
Introduction of Substitutes 
Approval ofMinutes 
Guest Speakers- None confirmed yet 
Chair's Report 
Chair Elect's Report 
Secretary's Report 
Committee Reports 
Amendments - Beverly Stearns 
External Affairs- Bonita Sanders-Bembry 
Awards & Special Recognitions- Jane Schimpf 
Internal Affairs- Jan Peterson & Betty Ward 
Personnel Welfare - Pat Green & Inge Klopping 
Professional Development - Dawn Mays 
Salary - Gene Palmer 
Scholarship- Carmen Castro-Rivera 
Ad Hoc Committee Reports 
9. Old Business 
Internal Affairs Proposal 
Personnel Welfare Committee- compensation plan (policy/procedures) 
10. New Business 
Scholarship Raffle Drawing 
11. Good of the Order 
12. Adjourn 
• 
• 
Administrative Staff Compensation Plan 
March 31, 1998 
INTRODUCTION AND RATIONALE 
IN ORDER fOR BOWLING GREf.N STATE I!JNIVIE.RSITY (BGSI!J) TO ATTRACT AND RETAIN QI!JAllfllED 
ADMINISTRATIVE. STAff EMPLOYEES, IT IS BG.SI!J'S POUcY TO MAINTAIN FAIR AND COMPlE.TITIVE. GRAD£. 
LEVELS AND PAY RANGES WITHOUT Rf.GARD TO RAClE., SlE.X, COLOR, NATIONAL ORIGIN, RIE.UG.ION, CRlE.lE.D, 
AGE. MARITAL STATUS, MlE.NTAL OR PHYSICAL DISABIUTY, OR VIE.TlE.RAN STATI!JS. 
THE PURPOSJE. Of THlE. ADMINISTRATIVE STAFF COMPIE.NSATION PLAN IS TO IE.STABUSH A sYSTlE.M THAT 
RlE.Fl.£CTS 
RIELA TIONSHIPS Bf.TWEEJ.! POSITIONS AND THlE.IR WORTH 
THE PRINCIPI...IES OF lE.QI!JITABL£ COMPE11SATION 
COMPETITION WITH TMf. EXTERNAL lE.MPLOYMIENT MARKET 
SCOPE 
THESlE POLICIES AND PROCEDI!JRES APPLY TO All COYlE.RIE.D ADMINISTRATIVE STAFf POSITIONS AND 
Sl!.WERSIEDE AU.. PRl&VJOI!JS WRJTilE.N OR I!JNWRITTEN PRACTICf.S. THE. ONGOING RESPONSIBILITY fOR THE 
ADMINISTRATION Of THlE. ADMINISTRATIVIE. STAFF COMPENSATION PLAN (PLAN) IS ASSI6.NED TO THE 
ASSISTANT PROVOST !FOR HI!JMAN RESOI!JRClE.S • 
I. Objectives 
IT IS THE INTJEJH OF THE ADMINJSTRA TIVE. STAff COMPIENSATION PLAN TO 
ADMINISTIE.R THE PlAN IN ACCORDANCE WITH THlE. 6.lE.NERAL POUCHES Of THE I!JNIVlE.RSITY 
PROVIDE A COMPENSATION PI.A.N THAT IS INTERNAlLY E.QI!JITABU:. AND EXTERNALLY 
COMPETITIVE. WITH THE MARKET 
E.NSURE IEQI!JIT ABLE COMPENSATION FOR POSITIONS RE.QI!JIRIN6 SIMILAR E.DtJCATIONAL LEVELS, 
lE.X.PERI!ENCIE LEVJE.I.S, SKILLS, EFFORT, WORKING CONDITIONS, AND LEVELS Of RESPONSIBIUTIES 
ENSI!JRE THAT THE ADMINISTRATION Of THE. POSITION EYALI!JATIONS AND GRAD£ LEVlE.L 
ASSIGNMIE~TS IS CONSISTENT AND I!JNIFORM THROI!JGHOI!JT THlE. I!JNIVE.RSITY 
PROVIDE FOR A RIEYIE.W PROCESS THAT WILL ADDRE.SS INEQUITIES 
ALLOW :FOR THE MAINTIE_NANCE. Of COMPlE.TITIV£ GRADE L!E.VlE.LS 
PROVIDE f'OUCHES AND PROCEDI!JRlE.S WHICH IE.NSI!JRE THAT THE PLAN WILl BE E.QI!JITABLY AND 
EffiCIIE.NTLY ADMINISTERED 
II. Definition of Terms 
THE FOLLO\\'ING TERMS AR!E.I!JSED IN THE ADMINISTRATIVE STAff COMPENSATION PLAN: 
• A. Administrative Compensation Working Group 
THE ADMINJSTRATIV!E. COMPENSATION WORKING 6.ROI!JP IS COMPRISlE.D Of ALL THE VICIE.-PRESIDENTS, A 
• 
• 
• 
REPRESENTATIVE fROM LE.GAl COUNSEL '5 OFFICi&, AND A RJEPRE.SENTATIVJ£ fROM THE. PRE.SIDE.NTS 
OFFICE. THIS GROtJP ROUTINELY REVIEWS ISSUES REGARDING THE PLAN AND DJE.CIOOS THE OllJTCOME. Of 
THE. APPEALS PROCESS. THIS GROUP AlSO MAKES DE.CISIONS ABOUT NON-cOMPENSATION GRIEVANCES. 
B. Administrative Staff Advisory Team Members 
THE ADMINJSTRATIViE STAff ADVISORY TEAM IS COMPRISED OF 15 ADMINISTRATIVE STAFF MiEMBERS 
SE.l:IECTED BY THE ADMINISTRATIVJE: STAFF COUNCil (ASC) EXE.CUTIYJE: COMMITTEE.. TE.AM MiEMBERS 
WILL SERVE THREE YEAR TERMS. THE. TEAM COLLABORATES WITH HUMAN RlE.SOIURCiES IN THERE-
EVALUATION OF POSITION ANAlYSIS QIUIE.STIONNAIRES. THE. TlE.AM IS TRAINED BY HUMAN R£SOIURCE.S, 
PAST ADMINISTRATIVE STAff MIE.MBIE'.RS Of THE. APPE.ALS COMMITTE£, AND PAST MEMBIE.RS Of TH£ 
ADMINISTRATIVE STAff ADVISORY TEAM TO ANALYZE,EVALUAT£, AND RECOMMEND A GRADE. UE.VE.L 
(NUMERIC RANKJNG)' FOR A POSITION WITHIN THE. PI.A.N. JE:ACH TIM£ AN ADMINISTRATIVE STAff 
POSITION IS RE-EVALUATED, HUMAN RlESOtJRCIES SJE.LJE.CTS TWO MEMBIE.RS fROM THE TE.AM TO 
PARTICI!f!ATE IN THIE. PROClE.SS. THlESE MEMBERS RE.PR!E.S£.NT TWO DIFFERENT VICE..PRlE.SIDIE.NTIAL 
AREAS. MIEMBIERS Of THIE TIE.AM All.SO PARTICIPATE IN THE. CONCIUATI<ON/APPE.ALS PROCESS. TEAM 
MEMBERS WHO PARTICIPATE. IN THE. Rf.·.f.VALIUATION OF A POSITION ARE. NOT E.UGIBL.E. TO S£RV£ ON 
ANY APPJEAI..S BOARD FOR THAT l?OSITJON. MiEMBE.RS OF THIS TIE.AM AI.S(() PARTICIPATE. IN THE 
CONCIL.IATJON/ APIP'iE.All.S l?ROClESS fOR NON-cOMPlENSATION GRliE.VANCiE.S. 
C. Grade Level 
THIS GRADE LEVEL IS THE. NUMERIC RANKING Of ADMINISTRATIVE. STAff POSITIONS fROM 5 TO 23. 
D. Human Resources/Administrative Staff Advisory Team 
TWO MIE.MBERS OF THE HUMAN RESOURCES STAFF AND THE TWO MIEMBIE.RS SELECTED FROM THE 
ADMINISTRATIVIE. STAFf ADVISORY TEAM COMPRISE. THE RR/ASC ADVISORYTE.AM. THIS COMBINlE.D 
TE.AM IS RESPONSIBlE. fOR ANALYZING, EVALUATING, AND RE.COMMlE.NDING A GRADE LEVEL WHE.NIEVIER 
AN ADMINISTRATIVE. STA.!Ff POSITION IS RE.-!r:VAL.UAT£0. 
E. Pay Range 
THE PAY RANGIE IS THE COMPENSATION fOR A PARTICl!JLAR GRADE LEVEL EACH PAY RANG.E. HAS A 
DIESJGNATIED MINIMUM, MIDrolNT AND MAXIMUM. IN 1997/9$, FOR IEXAMPU:., IN GRAD£ LlEVlEL 14 THE. 
MINIMUM IS $30,940, THE MIDPOINT IS $39,449, AND THE MAXIMl!JM IS $47,957. 
F. Position Analysis Questionnaire 
THE POSITION ANALYSIS QUESTIONNAIRE. IS THE. INSTRl!JMUIT USED TO DESCRIBE. THIE. POSITION 
RESPONSIBILITIES. THIS QUESTIONNAIRE IS USED BY THE. HR/ASC ADVISORYTlE.AM AND/OR Hl!JMAN 
RESOURCES TO DETE_RMINE. THE GRADE lE.VIE'.L .. Of AN ADMINISTRATIVE. STAFF POSITION BASED l!JPON 
THE LEVEL Of KNOWLEDGE AND EXPE.RIE.NCE, CRIE.ATIVrrl AND COMPLEXITY, IMPACT ON THE. 
INSTITUTIONAL MISSION,. INTERNAL AND EXTER.NAl CONTACTS, AND LEADERSHIP. THE. POSITION 
ANALYSIS QUESTIONNAIRE MUST BE. COMPl.ETIE.D IN ORDER FOR ANY ADMINISTRATIVIE.STA.ff POSITION 
TO BE CREATED AND/OR CHANGED. 
Ill. Policies 
THE FOt..lOWIN6 IPOliCJIE.S :H.AVJE. BE.EN lESTABUSHE.D !FOR THE. MAINTE.NANCE AND MANAGEME.NT OF THE 
ADMINISTRATIVE STAff COMPENSATION PLAN. 
A. New Administrative Staff Hire 
NEW ADMINISTRATIVE STAff Gf.NERALLY ARE IUR!E.D BE.TWEEN TH!E. MINIMUM AND MIDPOINT OF A 
GRADE LEVEL A SALARY ASSIGNE.D ABOVE THE MIDPOINT REQUIRE.SJ?RIOR APPROVAL BY THE. AREA 
VICE-PRESJI)ENT, AfTER CONSULTATION WITH THE. (l)fflCJE.S OF HUMAN RESOIURCE.S AND AffiRMATIVE. 
ACTION. (Nl!JMBER 2 • APPROVED BY BOARD Of TRIUSTE.JE.S, SEPTiEMBER 13, 1996.) 
2 
• 
• 
• 
B. Upgrade 
Definition: 
A POSITION IS RIE--EVA LUATIE.D AND ASSIGNED TO A HIGHJE.R GRADE. L£YE.L AS A R!E.SilJLT Of SIGNIFICANT 
EXPANSION IN THE POSITION'S EXISTING Dl!ITIE.S AND RE.SIMNSIBIUTIE.S. 
Policy: 
THE INCUMBENT IS GUARANTEED AT LEAST A 5% INCREASE. IN SALARY OR THE. MINIMUM SALARY FOR 
THE NEW LEVEL. WHICHEVER IS GREATER. (NUMBER 3- APPROVED BY BOARD Of TRUSTEES, 
SEPTEMBER 1 3, 1996.) 
C. Promotion 
Definition: 
AN INCUMBENT MOVES fROM A POSITION RE.QUIRING A Cf.RT AIN LEVIE.L Of' SKILL, EFfORT,. AND 
RESPONSIBILITY TO A POSITION IN A HJGHlE.R GRAD£. LE.Yf.L RIE.QUIRING A SIGNIFICANTLY GRE.ATfER 
D£6l~£E Of SI{JLJL,. EFIFORT, AND RESPONSIBIUrl. 
Policy: 
WHIE.N AN lEMPlOVE.E.IS PROMOTf.D, SHE/HE IS GllJARANTE.E.D AT LE.AST A 5% INCR£ASE. IN SALARY OR 
THE. MI.NIMUM SALARY fOR THE NE.W I..lEVE.L, WHICH£Yf.R IS GRE.ATE.R. (POINT 4- Al?PROVE.D BY BOARD 
Of TRUSTEES, SEPTEMBER 13, 1996.) 
D. Interim/Acting Positions 
Definition: 
A STAff MEMBER IS ASSIGNED TO A POSITION IN A HIGHE.R GRADE. UE:.VEL ON AN 
INTIERIM/rEMPORARY/ACTING BASIS. 
Policy: 
IF THE ASSIGNMENT IS LONGE.R THAN 30 CAUE.NDAR DAYS, THE. STAFF ME.MBIE.R RECE.IV£S A PRIEM((!JM 
FOR THE TIME SIE.RVED EQUAL. TO AT l!E.AST A 5% INCRIE.ASIE.lN SALARY OR THIE. MlNIMilJM FOR TH!E. 
INTERIM GRADE l..EVlEI., WHICHEVER IS GREATER. (POINT 5- APPROVED BY BOARD Of TRUST£lES, 
SEPTEMBER 13, 1996.) 
E. Demotion 
Definition: 
AN INCUMBENT ST A IFf MEMBER MOVES fROM A POSITION REQUIRING A C!E.RTAIN i.IE.VIE.l OF SK1LL, 
EFFORT. AND RESPONSIBILJTYTO ANOTHER POSITION IN A LOW£R GRADE. Lf.VEL RIE.Q([J)RJN6 A LESSER 
DiE6RiEE OF SKILl.., EffORT. AND R!ESPONSIBH .. I'Tl(. 
Policy: 
WHIJEN A DEMOTION OCCURS,. THE INCUMBENT'S SALARY IS R£DUCIE.D TO A L£Y£L IN THE. LOWER PAY 
RANGE EQilJIVALE..NT TO HIS/HER LEYIEL IN TH£ ORIGINAL PAY RANGE. (POINT 6- APPROVED BY BOARD 
OF TRUSTIEIES, SIE.PTIEMBIER 13, 1996) THE. PRESIDENT IN CONSULTATION WITH THE. AREA YICIE.-
PRIE.SIDENT AND HUMAN RESOURCES MUST APPROVIE. ANY IE.XCIE.PTIONS TO TIUS POLICY. 
F. Downgrade 
Definition: 
A POSITION IS RlE.ASSIGNlEI) TO A LOWER GRAM L£V£L AS A RESULT OF SIGNIFICANT REDUCTION IN THE 
POSITION'S EXISTING DllJTI!ES AND R£SPONSIBIUTIES • 
Policy: 
3 
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\VHEN A 1?'0SITION DOWNGRADE OCCilJRS, THE INCilJMSENT'S SALARY IS REDilJClE.D TO THE A I.JEVEL IN THE 
LOWER PAY RANG£ EQilJJ\( AlENT TO HIS/HER J..E.\(£L IN THE. ORIGINAL PAY RANGE. THE. PRESIDIE.NT IN 
CONSULTATION WITH THE AREA VICE-PRESIDENT AND HillMAN RIE.SOVRCIE.S MllJST APPROVE. ANY 
EXCIE.PTIONS TO THIS POUCY. 
G. Transfer 
Definition: 
AN INCUMBENT STAff MEMBER MOVES fROM A POSITION R£QilJIRIN6 A CERTAIN LEVEL Of SKlL.L, 
EffORT AND RE.SJPONSIBILITYTO ANOTHER POSITION REQI!JIRING THE SAME DEGREE. OF SKILL, EFFORT, 
AND RESPONSIBiliTY WHICH IS ASSIGNED TO THE SAME GRADE. LEV£L. 
Policy: 
WHEN A TRANSfER OCCilJRS, NORMAllY THE INCilJMBENT'S SALARY WILL NOT BE ADJilJSTIE.D. (iflOINT 7-
APPROVED BY BOARD Of TRUST£ES, SEPTfEMBIE.R 13, 1996.) THlE.l?RIE.SIDENT IN CONSVl.TATION WITH THE 
AREA VICf>PRE.SIDIE.NT AND HllJMAN RESOilJRCES MllJST APPROVE ANY IE.XCEYflONS TO THIS POUCY. 
H. Market Exceptions 
Definition: 
A MARKET EXCEPTION IS A SPECIAL I?REMJilJM IE.STABUSHED FOR PARTICilJI..AR POSITIONS WHEN 
llJNUSUAl MARKET CONOITIONS EXIST CAilJSING EXCIESSIVE TllJRNOVf.R, SALARY MIDPOINTS Wf.LL BELOW 
MARKET AVE.RA6£, AND/OR FAilURE Of CURRENT SALARY TO ATIRACT QUAlifiED CANDIDATES. 
Policy: 
A SPECIAL MARKET lP'RIE.MIIlJM MAY BIE. E.STABUSHIE.D FOR THESIE. POSITIONS. (POINT 8- APPROVIED BY 
BOARD OF TRUSTEES, SE.i?TEMB:IER 13, 1996.) 
I. Pay Above Maximum 
Policy: 
ADMINISTRATIVE STAfF SAl.ARliES ARE. CAPPED AT THE MAXIMUM OR ABOVE. THE MAXIMUM OF A PAY 
RANGE. HOWEVER, STAff WHOSE SALARIES ARE CllJRRIENTLY AT OR ABOVE THE MAXIMUM ARE 
EXEMPT FOR A P£RIOO Of THRE.E. Yf.ARS. £fff.CTIVlE. JllJLY 2000, THE SALAR1£S OF ANY STAff STILL 
ABOVE MAXIMilJM WILt BIE FROZEN UNTIL SUCH TIME AS THOSIE. SALARif.S AR!E. WITHIN HIS/HER RAN61E. 
IF, AT ANY TIME DURING THIE THREE YEARS, A STAFF MEMBER'S SALARY SHOUL.D fALL WITHIN RANGE., 
THE !EXE.MPTION CEAS£S TO APPLY TO THAT STAFF MIEMBIKR AND TH:IE. CAPPIED MAXIMilJM Will B:IE. 
ENfORCE.D. (POINT l 0 - APPROVED BY BOARD OF TRUSTEES, SEPTEMBER 13, 1996.) 
STAff WHO ARE AT THE. MAXIMUM Will. B:IE. CONSIDf.RED fOR A Mf.RIT INCRf.AS£. NOT TO EXCElE.D THE 
PERCENTAGE ADJILJSTMEl'JT Of THE PAY RANG£.. 
STAff ABOVE THE MAXIMilJM ARE. EJ .. lGIBL£ EACH YIEAR FOR A ONE-TIME, ME.RIT-BASIE.D BONilJS NOT TO 
!EXCEED HIE PERCENTAGE Of THE. SALARY POOL DESIGNATIE.D FOR ME.RIT E.ACH YEAR. HilS Wll ... L OCCilJR 
ONLY.WHE.N TH£. BOARD Of TRilJSTIE.IE.S AllJTHORIZIE.S BONUSIE.S AND Will. NOT BE. ADDf.D TO BASIE. 
SAlARIES. 
J. Progression Through the Pay Range 
Definition: 
PROGRESSION THROUGH A PAY RANG£. IS THE. METHOD BY WHICH AN INCilJMBENT MOVIES THROUGH 
HIS/HER ASSIGNE.D PAY RANGE.. 
Policy: 
STAff PROGRESS THROilJGH PAY RANGES BAS£D ON ME.RITORIOilJS PE.RFORMANCIE.. HUMAN R£SOilJRCES, 
IN CONJUNCTION WITH THE ADMINISTRATIVE STAfF COUNCIL IE.XE.CilJTIVIE. COMMIITf.lE, WILL Df.Vf.LOP BY 
THE YEAR 2000 CRITERIA AND A PROCESS FOR STAFF TO RIE.ACH TH£. MIDPOINT OF A PAY RANGIE. 
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NOTE: EVEN THOUGH THE. PAY RANGES INCREASE. ANNUAllY AT 1.% LESS THAN THE TOTAL INCREASE 
fCOMBINATIOCN Of MERIT AND ACROSS-THE-BOARD INCRE.A.Sl£5), IT IS RE.COMME.NDlW THAT STAff 
RECEIVE AN ACROSS-THE-SOARD INCRE.ASE.EQUIVALIENT TO THE INCREASE. IN THE PAY RANG£. fOR 
EXAMlPUE, If THE TOTAL. INCREASE IS 3% AND TH£ PAY RANGE INCREASES BY 2%, THE ACROSS-THE-
BOARD INCRIEASlE SHOULD BE 2%. THIS PRIE.VUJTS STAFF FROM MOVING BACKWARD IN THE PAY RANGE 
AND POSSIBLY FA LUNG BELOW THE MINIMUM Of THAT RANGIE.. (THIS PARAGRAPH WIU. BE IE:.UMINATED 
WHEJJ IT GOES TO THE BOARD) 
K. Title Revision 
Policy: 
WHIEN A RE.QILIEST FOR A TITLE CHANGE IS NE.EDf&D TO MORE ACCl!JRATE.LY RlEfL£CT POSITION 
RE.SlPONSJBILlTIIE.S, A POSITION ANALYSIS QILIIE.STIONNAIRIE.. IS COMPUE.TIE.D AND FORWARDIE..D TO Hl!JMAN 
RESOURCES IN ACCORDANCE. WITH E.STABUSHIE..D PROC£DUR!E.S.IF THE. POSITION RIE..-IE...VALl!JATION DOJE:.S 
NOT RESULT IN A HJGHIEJR GRADE I..E.V!E.L, BllJT THIE. TITLE. ACCURATELY RIKFLIE.CTS TH!E. RESPONSIBILITIE.S, 
THIE HR/ ASC A DVJSORY TEAM MAY RECOMME.ND THAT THE. TITLE BE CHANGE.D. NO TITI..IE.. CHANG£ 
OCCURS WITHOUT Afl?ROVAL fROM THE SUPERVISOR, AREA VICIE..-lPRESIDENT AND HUMAN RESOURCES. 
L. Salary Range Adjustments 
Policy: 
EffECTIVE 1997·98, THlE RANGES fOR EACH GRADE. L.IE.YIE.L WILL BE ADJUSTED IN A THREIE.-YE.AR 
RECURRING CYC!l.E.. IN THE. fiRST TWo YJ£ARS OF THE cYCLIE.., THE PAY RANGE Of' lEACH GRADE. IJE.YE.L 
WIU. MOVIE tlf' ANNI!JAli..Y BY AN AMOUNT THAT IS t% I.£5S THAN TH!E. AVIE.RAG!E. SALARY INCREASE. 
PAllO TO STAff THAT YEAR. (NI!JMBE.R 9- APPROYE.D BY BOARD Of TRI!JSTE!E.S, SEPTIE.MBlE.R 13, ] 996.) 
EVERY THIRD YEAR BE.GJNNJNG WITH t 999-2000, THE. UNIVE.RSI'rY WILL RlE:-lE.YALUATE THE RANGIES IN 
t.IGf:IIT OF CURRENT MARKET CONDITIONS, AS WlE.LL AS OTHIE..R RlE.LlEVANT FACTORS, AND ADJUST THIE.. 
RANGES IN ACCORDANCE. WITH THAT RE:-lEVALI!JATION. (POINT 9- APPROVED BY BOARD Of TRUSTIE..ES, 
SEPTEMBER 13, 1996.) 
IV. Administrative Compensation Plan Position Evaluation/Re-evaluation Processes 
THE POSITION EVALUATION PROCE.SS IS THE METHOD BY WHICH POSITIONS ARt: IE.YALUATIE.D AGAINST A 
UNifORM SIET Of CRITERIA AND ASSIGNED TO IESTABUSHIE..D GRADE. LEVELS AND APPROPRIATE. PAY 
RANGES. HUMAN RESOURCES CONDUCTS THE. EVALUATIONS fOR NlE.WPOSITIONS. HUMAN RlE.SOURClES, IN 
CONSUL.TATION WITH THE ADMINISTRATIVE STAff ADVISORY TEAM, CONDUCTS THE. RE.-IE...VALUATION OF 
EXISTING POSITIONS. IT IS ANTICIPATED POSITIONS WIU. BE RIE.-IE...VALUAT!E.D NO MORE. THAN 
ONCIE EVERY TWo I(EARS. POSITION lEVALUATIONS/RE.-EVAWATIONS ARJE. NORMAU.Y COMPUE.n:.D IN 
TWJE:LVIE. (12) WEEKS I!JNL.ESS THERE IS AN AGRE.EMIE.NT TO lEXTIE.ND THE. TIMIE.UNlES. 
A. POSITIONS ARE lEVALUATIE.O WHIE.N ONE Of THE. FOLLOWING. OCCI!JRS: 
A NEW POSITION IS CRlEATJ&D. A SUJP£.RVISOR, ARIE.A HlEAD, DIE.AN, OR VICE-PRlESIDIE.NT, IN 
CONSULTATION WITH HUMAN RESOIURCIE:.S,IS RlE.SPONSIBUE. fOR SUBMITTING A COMPL.lETED 
POSITION ANALYSIS Ql!J!E.STIONNAIRIE. TO HUMAN RJE.SOURCIE.S. 
A POSITION BlECOMlES VACANT. A SUPJE.RVISOR, ARIE.A HlE.AD, DIE.AN, OR VICE.-l?RlESIDUJT, IN 
CONSUlTATION WITH HUMAN RlE.SOI!JRCIE.S, IS RE.SPONSIBI.IE. FOR 5l!JBMITIIN6 A COMPLIE.TE.D 
!POSITION ANALYSIS Ql!JESTIONNAIR£ TO HUMAN RlE.SOIURCES. 
B. POSITIONS ARIE RIE·£VALUATlED WHIE.N ONE. Of THE. fOllOWING OCCURS: 
5 
49 
• 
• 
• 
A SIGNifiCANT CHANGE IN RESPONSJBIUTHE.S OCCURS OR IS PROPOSED IN !EXISTING POSITIONS. 
R!E -lEVA UJATIONS A R!E INITIATED BY TH!E. INCUMBENT OR THE. SUPERVISOR SUBMITTING A 
COMPl!ETEJ) fflSITION ANAlYSIS QUESTIONNAIRf. TO HtJMAN RESOURCf.S. 
REOR6ANIZ.ATION OCCIJRS. Rf.-£VALI!JATIONS ARE INITIATIE.D BY AN AREA HEAD, DEAN OR 
AREA VICE-PRIE.SJDENT PRIOR TO THE REORGANIZATION AND IN CONSI!JLTATION WITH HI!JMAN 
RESOI:JRCES. R!EORGANJZATION MAY R!E.SIJLT JN SIGNifiCANT CHANGES IN POSITION 
RESPONSIBIUTJIE.S. 
Re-evaluation Process for Administrative Staff Positions: 
1. THE INITIATOR Of THE. REVIEW (STAFF ME.MBIE.R, SI!JI?IE.RVISOR, AREA HIE.AD, OR AREA VICIE.-
PRESIDIE~NT) NOTifiiE.S HUMAN RESOIJRCES IN WRITING THAT A POSITION NEEDS TO BE RIE-
EVALUATlEO. HILlMAN RIESOILJRCES SJE:NDS A POSITION ANALYSIS QI!JESTI<!)NNAIRE AND GlLJJDE.tJNE.S 
fOR POSITION !EVALUATION EITHER THROI!JGH CAMI?tJS MAIL OR E.L£CTRONIC FORMAT. 
2. THE INITIATOR Of THE REVIEW (EMf'LOYIE.IE, SI!JPERVISOR, AR£A HEAD, OR AREA VICE.-PR!ESIDE.NT) 
COMPJ...ET!ES THE QUIE.SllONNAlRE.. lf THf. INITIATOR IS THE EMPLOYEE, THJK COMPLETED 
QUESTIONNAIRE IS fORWARDED TO BOTH THE IMMIE.DIATE. SILJPIE.RVISOR AND THE SE.COND UE.VIEL 
SUPERVISOR fOR SIGNAHJRE. AND COMMENT. WHEN MJ INITIATOR IS A SUPE.RVISOR, AREA HEAD, OR 
A REA VICE -.PRESIDIE.NT, THE SUPERVISOR MEETS WITH THIE. JNChlMBENT TO DISCI!JSS POSITION 
RESPONSIBILITIES AND OBTAIN SIGNATURES ON THE. QI!JIE.STIONNAIRlE.. THE SI!JPE.RVISOR COMMIE.NTS, 
SIGNS, AND fORWARDS THE. QUESTIONNAIRE TO THIE. SIE.COND LEVEL SIJPIE.RVISOR. SUPIE.RVISOR AND 
EMPlOYEE RETAIN A COPY. 
3. UPON RECE.IPT Of THE Qt.IIE.STIONNAIRE, THE S!E.COND I.!E.VEL SI!JP!E.RVISOR EVAl.UA n:s, COMMIE.NTS, 
SIEJNS, AND fORWARDS TO HI!JMAN RESOhlRCIE.S. 
4. UPON RECEIPT Of THE COMPL.E.U:D POSITION ANALYSIS QI!JIE.STIONNAIRE, HUMAN RESOURCES LOGS IN 
AND BEGINS A TRACKING/flME.LINIE. HUMAN RE.SOI!JRCIE.S REVIEWS ALL DOCI!JM!rnTS FOR 
COMPLETENESS, GATHERS ADDITIONAL INFORMATION AS NE.E.DE.D, AND DISTRIBI!JTES HUE. 
DOCI!JMIENTS TO THE HR/ASC ADVISORYTIE.AM. 
5. THE HR/ASC ADVISORY TEAM ANAlYZE.S, IEVALI!JATlE.S, AND RECOMMIE.NDS A GRADlE I.E.Vf.L BASED 
ON THIE ESTABLISHED CRITERIA. IN THE. EVENT THE HR/ASC ADVISORY TEAM RE.Ql!.HESTS ADDITIONAl 
INfORMATION, HUMAN RESOURCE.S GATHERS THE ADDiliONAL INfORMATION AND fORWARDS TO THE 
TEAM. 
6. HUMAN RIE.SOILJRC!ES fORWARDS THE R!E.SI!JLTS Of THE. R!E.-IE.VALILJATION TO THE APIPIWPRIATE VICE-
PRIESJDlE~NT FOR CONSII)E.RA TION. 
7. THIE VICE-I?RESIDlE.NT REVHE.WS ALL DOCUM!E..NTS AND FORWARDS A WRITT!E.N DECISION ABOI!JT 'H-IE 
POSITION TO HUMAN RfESOtJRCES. 
8. fOlLOWING THE VJCIE.·.J?RlESIDENTIAL DECISION, HUMAN RESOURCES fORWARDS COPHES OF THE RlE-
IEVAWATION RESUlTS AND THE fACTOR SHlEET TO THE EMJ?LOYEIE. AND THlE. APPROPRIATE. 
SUPERVISORY STRliJCTtJRJE. ADDITIONAL. INFORMATION CAN BE. RlE.QIIJESTED fROM HI!JMAN 
RESOtJRCES . 
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9. ADMINISTRATIVE STAff OR INITIATORS WHO DO NOT AG.RJE.IE. WITH THE. DETERMINATION MIE.£T WITH 
THE IMME_DIAT£ SI!JPERVISOR AND HI!JMAN RIE.SOI!JRCIE.S TO ATTEMPT RIE.SOLI!JTION. If THERE IS NO 
A6REEME.NT. THE EMPWVIE.E MAY fOU.OWTH£ CONCIUATJON/APP£AII..S PROCESS. 
V. Conciliation/Appeals Process 
THE PI!JRPOSJE Of THIE. CONCIUATION/ APP£ALS PROCESS IS TO ENSI!JRE PROMPT R£50LI!JTION Of 
DISAGREEMENTS RE.GARDING THE. RiE.SI!JLTS (l)f POSITION RIE:1£.VALI!JATIONS AND SI!JBSE.QI!JE.NT 
PLACEME.NT IN THE PLAN. 
THIERE ARE THREE STEPS IN THE PROCESS: 
I. INITIATOR RE.QI!JIESTS A CONCIUATION MEETING 
2. INITIATOR REQUJESTS AN APPEALS BOARD 
3. INITIATOR Ri:QI!JJESTS A PRESII[)lENfiAL APPE.AL 
A. Conciliation Meeting 
THE CONCiliATION Ml&i:TING, fACIUTATJE.D BY TH£ ASSISTANT VIC£ PROVOST FOR HUMAN 
RIE.SOI!JRC!ES/DIESIGNIE.IK,. PROVIDIKS THE INITIATOR AND TH£ AR£A VICE...PRJESIDIE.NT WITH AN 
OPPORTIUNJTI' TO RESOLVlE. THE COMPLAINT IN A COLLABORATIVE., INFORMAL. fASHION. PARTICIPANTS 
IN THE ME.JETIN6 INCLI!JDJE. 
JEMPLOYEJE 
IMMEDIATE SUPERVISOR 
AREA VJCE-PRESIDIE.NT 
ASC REVHEW TEAM MEMBER FROM THf.INITIAL RE-f.VALILJATION Tt:AM 
ASSIST A NT VJC!K·.PROVOST fOR HILlMAN RtsOILJRCJE.S/DE.SlGNJE.E 
THE PROCESS IS NORMALlY COMPLET£D WITHIN fOI!JR (4) WEEKS ILJNL.IE.SS THlE.RE. IS AGREEMENT TO 
EXTiEND THE TIMEliNIES. 
Process: 
1. WITHIN THRIEIE (3) WORKING DAYS AFTER Mf.ETING. WITH THf.IMMlE.DIATE. SUPERVISOR AND HllJMAN 
RE.SOIDRCES, THIE INITIATOR INFORMS Hli!JMAN RESOILJRC£5 Of THlE. INTENT TO UlTlE.R INTO 
CONCILJATJON. 
2. I!JPON RE.CJEJPT Of THE REQI!J!EST FOR CONCIUATION, HI!JMAN RE.SOilJRCJE.S BEGINS A 
TRA CKlN6/TJMIE:L.JNE. 
3. WITHIN TEN (l 0) WORKING DAYS Of THE. RlE.QI!JlEST FOR CONCIUATION, HI!JMAN RE.SOILJRC£5 
SCHEDULES nm MUTING. 
4. WITHIN TEN (1 0) WORKING DAYS AfTER THlE. Mt:lETING IS SCHE.DILJI.IF.D, TH£ MlE.lE.TING WIU. TAKE 
PLACE TO ATTEMPT RIESOL.ILJTION. 
5. HUMAN RlESOI!JRCJES IS RESPONSIBI..JE. FOR RE.PORTING., IN WRITING, THE OILJTCOMIK Of THIE. MIE.JE.TING TO 
ALL INVOtVIED WITHIN TIE.N (10) WORKING DAYS. 
6. If THE MIEIE.TING RIE.SI!JlTS IN A CHANGE. Of GRADE. L£VlE.L fOR TH!E. POSITION IN QUESTION, HI!JMAN 
RESOI!JRCIES NEGOTIATES THE EFFJE.CTIVlE. DATE OF THE. CHANGIE. WITH THIE. AREA VICIE.-PRIE.SIDENT • 
NO ACTION IS NECESSARY If TH!E. ME.!E.TING. RESULTS IN NO CHANGE. IN THE POSITION. 
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'7. If THE INITIATOR IS NOT SATISfllE.D WITH THE. DECISION, SHE OR HIE. CAN RE.QIUIE.ST AN APl?lEAJl.S 
BOARD . 
B. Appeals Board 
THE AIPPE.ALS BOARD PROVIDES THE. INITIATOR AN OPPORTUNITY TO ACHIEVJE. RESOliUTION THROUGH 
THE RECOMMENDATION Of PEERS. THE APPEALS BOARD CONSISTS OF FIVE. (5) M£MBE.RS OF THE. 
ADMINISTRATIVE STAff ADVISORY TEAM WHO HAVE NOT BEEN INVOLVlE.D IN THE. RIE.-E.VALI!JATION OR 
CONCILJATION .PROCESS. THE PROCESS IS NORMALLY COMPLE.TIE.D WITHIN TEN (tO) WEE.KS UNL.IESS THERE. 
IS A DECISION TO EXH::.ND THE TIMIEJLJNE. 
Process: 
l. WITHIN fiVE (5) WORKING DAYS Of CONCIUATION, THE. INITIATOR INfORMS HUMAN RESOURCES AND 
HIE AREA VICE-PRESIDENT, IN WRITING, Of THE INTENT TO APPIE.AL. 
2. WITHIN THREE (3) WORKING DAYS Of NOTifiCATION Of THE INTENT TO APPEAl, HUMAN RESOURCES 
FORWARDS THE A.P'PEALS PACKJE.T TO THE. INITIATOR. 
3. WITHIN TEN (10) WORKING DAYS Of RIE.ClElVJNG THEAHIE.ALSPACKE.T, THIE.INITIATOR COMPLIE.TES 
THE REQUIRED DOCVMENT AT JON fOR THE APPEALS AND FORWARDS TO HUMAN RE.SOURCIE.S. 
4. WITHIN THE. SAME TEN (10) WORKJN6 DAYS, HUMAN RIE.SOURCES SIE.UE.CTS flVIE. (5): ADMINISTRATIVt 
STAff ADVISORY TE.A M MEMBERS FOR THE Al?PIEAI.S BOARD. ADVISORY TEAM ME.MBE.RS WHO 
.PARTICHPATED IN THE RE-IEVAl.U;HION OR CONCIUATION PROCE.SS ARIE. NOT ELJGIBliE. TO SIE.RVE ON 
TH£ APPE_A:LS BOARD . 
5. UPON RECEIPT OF THE COMPLETED DOCl!JMENTATION, Hl!JMAN RIE.SOIURCIES BEGINS A 
TRACKING/TIMftJNE.. 
6. WITHIN flVlE. (5) \'\"ORKIN6 DAYS OIF R:E.ClEJVING THE. COMPLETIE.D DOCliJMIE.NTATION, HUMAN 
RESOURCES fORWARDS THE. DOCUMENTATION SUBMITTED BYTHlE INITIATOR TO THE APPEALS 
BOARD. 
7. WITHIN TEN ( 1 0) WORKING DAYS Of RE.CE.IPT Of THE. COMPLIE.TE.D DOCUMENTATION, THE. APPEALS 
BOARD MEETS AND REVIIEWS THE ISSUE.. 
8. WITHIN FIVE (5) WORKING DAYS Of THIE. RIE.VHE.W, THIE. APPEALS BOARD SUBMITS THlE. 
RECOMMENDATION IN WRITING TO HUMAN RlE.SOURCE.S, INITIATOR, ARIE.A VICE-PRESIDIDIT AND 
ADMINISTRATIVIE. COMPENSATION WORKING GROILJP. 
9'. WITHIN TWENTY (20) WORKING DAYS OF RIE.CillVING THlE. RJ£COMMIE.NDATION Of THlE. APPEALS 
BOARD. THE ADMINJSTRATJVE COM!P'E.NSATION WORKING GROUP, WITHOUT THIE. ARIE.A VICIE.-
PRESI!)E_NT WHJ£RJE: THE APPEAL OCCURS, RJE.VIEWS THE RECOMMENDATION OF THE APPEALS BOARD 
AND MAKES A DECISION. 
1 0. WITHIN fiVE ( 5) WORKING DAYS Of MAKJNG A DECISION, THE. ADMINISTRATIVE COMPE.NSA TION 
WORKJN6 GROUP WILL SUBMIT THE. DE.CISION IN WRITING TO THE. INITIATOR, SUPERVISOR, AREA 
VICE.-PRlESIDE.NT, AND HUMA.N RESOURCES . 
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1 l. If THE OIECISJON RESUlTS IN A CHANGE Of GRADE Ll&\fl&L, HUMAN RESOURCES N£.6.0TIATES THE 
EFFECTIVE DATE Of' Ttl£. CHANGE WITH THE. AREA VIC£-PRESID£NT . 
If HUE INITIATOR OR VICIE-PRESID£NT IS NOT SATISfiED WITH TH£ Dt:CISION, SHIE/HE. CAN APPEAL TO 
THE_ PRESIDE.NT. 
C. Presidential Appeal 
1. WITHIN fiViE (5) WORKJNG DAYS Of RECIE.IVING THIE. DIE.CISION OF THE ADMINISTRATIVE. 
COMlPE.NSATION WORKJNG GROUP, THE INITIATOR APP£ALS IN WRITING TO THE PRE.SJD!E.NT OF THE. 
l!JNIVERSln'. 
2. WITHIN TEN (1 0) WORKJNG DAYS AFTER R£CE.IVING THE APPE.Al, THIE. PR£SJDIE.NT OR DE.SIGNE.E. 
RESPONDS IN WRITING TO THIE. tNITIATOR, Sl!JPlE.RVISOR, ARlE.A VICIE.-PRESIDIENT .• ADMINISTRATIVE. 
COMPENSATION WORKING GROUP, AND HUMAN RIESOURCES 
3. THE DECISION Of THE PRIESID!E.NT OR DIE.SIGN!E.lE. IS FINAL • 
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ASC CHAIR REPORT 
April 2, 1998 
ASCMeeting 
You may recall that we started this year with a theme of Action & Success thru 
.C.Ollaboration. This month's Chair Report will focus on three examples where 
collaboration with others on campus is leading to action and success. 
Employee Enrollment Jnjtiatjye 
The collaborative work of Administrative Staff Council, Classified Staff Council, 
Admissions, and Human Resources have led to the enrollment of 11 employees in 
Computer Science and Interpersonal Communications courses on Saturday 
mornings next fall. Hopefully, the Saturday morning class offering'door will open even 
wider for others to walk through in the future. 
Constituent Groups Caucus 
The Chairs and Chair-Elects (or Presidents and Vice Presidents) of the following five 
constituent groups continue to meet on a monthly basis focusing on items of common 
interest. 
Administrative Staff Council 
Classified Staff Council 
Faculty Senate 
Graduate Student Senate 
Undergraduate Student Government 
An example of the cooperation that has begun is manifested in the fact that the 
current Chair of the Constituent Groups Caucus, John Woods, has been serving on 
the search committee for the Vice President for University Advancement position. 
Students First lmagjnaction Team 
At Dr. Ribeau's request to follow-up on Dr. Tom Connellan's "Students First: Service 
Quality at BGSU" presentation, Dr. Ed Whipple has formed the "Students First 
Imaginaction Team". In the true spirit of collaboration, team members and the 
groups they represent are listed below. 
Patti Ankney representing Administrative Staff 
Cindy Koontz representing Classified Staff 
Lee Meserve representing Faculty 
Lynne Holland representing Graduate Students 
Susan McMahon representing Undergraduate Students 
Editor of the Monitor, Ex-Officio 
Duane Whitmire, Team Leader 
The team is charged with "identifying, developing, and implementing action-oriented 
items to promote the Students First priority at Bowling Green State University. The 
goal is to place the student at the heart of the learning community by emphasizing 
the advancement of service quality from a University-wide perspective". 
• 
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During the last month, the ASC Leadership Team, or a portion thereof, has 
represented administrative staff in the following ways . 
*Legions (2) 
* Sidney Ribeau and Sandra MacNevin 
*Provost's Meeting 
* ASC Executive Committee (2) 
* President's Panel 
* Becca Ferguson 
* Chamber of Commerce Business After Hours 
* Chuck Middleton and Becca Ferguson 
* Students First Imaginaction Team 
*Personnel Welfare Committee Data Analysis Meeting 
* University Union 40th Birthday Celebration 
*World Students Association Event 
*Board of Trustees at Firelands 
Respectfully submitted, 
Duane E. Whitmire, Ph.D . 
ss 
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Pat Green, 04:56 PM 3/31/98 , Compensation Plan, Handbook ch 
It~t.~; T11~, :n H~r 1998 16; .56:08 -0.500 
Reply-To: asc-reps@listproc.bgsu.edu 
Sender: owner-asc-reps@listproc.bgsu.edu 
From: Pat Green <pgreen@bgnet.bgsu.edu> 
To: ASC-REPS <asc-reps@listproc.bgsu.edu> 
Subject: Compensation Plan, Handbook changes, Non-compensation Plan 
x-sender: pgreen@mailbox.bgsu.edu 
Hi all, 
I am pleasedto attach three documents from the PUC committee for a first 
reading at ASC this Thursday. The Compensation Plan document represents a 
new addition to our handbook and further definition of policies and 
procedures for our compensation plan. The non-compensation document 
replaces our current grievance policy, making it more informal, 
collaborative and fair. The 3rd document is an attempt to get our natal 
policy from 1995 passed, and change fee waiver policy for retired staff. 
These documents represent a lot of hard work on the part of PUC, and I want 
to thank Joyce Kepke, Ann Betts, Paul Lopez, Sharon Hanna, and Sandy Lagro 
for their efforts. The documents also represent the first time that PWC, 
Human Resources and the vice presidents· have worked together on our 
handbook. It has been a very positive experience, and I hope is a model 
for the future. Becca Ferguson represented our interests extremely well to 
the upper adminstration and received feedback from them during the various 
steps of the process. I personally am very pleased and thankful of her 
efforts. She has advocated for us well, and told us straight up when we 
were proposing something that would not fly. I appreciate how much she has 
accomplished for us in her time here. Donna Wittwer has also become very 
involved in many former aspects of Walt's position and is doing an 
exceptional job. I have really enjoyed working with both of them. Human 
Resources has definitely embarked on a new and positive road and from my 
experience it is a breath of fresh air! I also believe that what we have 
written is very positive for administrative staff members and also very 
well articulated( as opposed to many sections of our handbook which are 
vague). 
The vice presidents are also getting these copies. There are changes in 
these that theyhave not yet seen. They will provied any final feedback 
prior to our Hay meeting. 
It is the hope of PUC that what we have proposed will satisfy the needs of 
all staff. I ask you to read these prior to the meeting Thursday so you 
can ask any questions then. I also ask that you print out the copies and 
bring them with you. PWC has killed enough trees, so I probably only have a 
handful of hard copies. 
The attachments are in Microsoft word 6 rich text format 
Thanks 
Pat 
c:\eudora\attach\Compensation Plan 3319B.rtf 
c:\eudora\attach\Handbook Changes.rtf " 
" Attachment Converted: " 
Attachment Converted: " 
Attachment converted: " 
Administrative Director 
c:\eudora\attach\Nonsalary 33198.rtf "Pat Green 
Center for Photochemical Sciences 
Bowling Green State University 
Bowling Green, Ohio 43403 
Phone: 419-372-6008 
Fax: 419-372-6069 
e-mail: pgreen@bgnet.bgsu.edu 
http://www.bgsu.edu/departments/photochem 
Printed for Juqy Donald <juqyd@bgnet.bgsu.edu> 
Sb 
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Administrative Staff Handbook Changes 
Change to Fee Waiver Policy 
Section V. Retired Administrative Staff Members Part B. Benefit 
Current: 
Benefit. Retired administrative staff members may take courses on a space available basis. In addition, 
dependents of retirees may enroll in classes without payment of tuition fees for a period of five years 
following the employee's retirement 
Change to: 
Benefit. Retired administrative staff members may take courses on a space available basis. In addition, 
dependents may enroll in classes without payment of tuition fees as long as they satisfy the 
requirements for dependent status. 
Birth/ Adoption Leave 
Replace Maternity /Paternity I Adoption Leave page 42-43 - eliminate section on 
paternity I adoption/leave 
1. Each staff member is eligible for natal (change to birth/adoption) leave up to six months. 
2. The six month leave need not be taken as consecutive days if mutually agreeable to the 
administrative staff member and the immediate supervisor. 
3. ·Accrued sick leave, accrued vacation credit and a leave of absence without pay can be used during 
this six month period. A staff member may use any or all of the accrued vacation credit and/ or 
accrued sick leave or personal leave before going on a leave of absence without pay. 
4. A staff member will notify, in writing, the supervisor and the Office of Personnel Services (Human 
Resources), prior to the start of the leave, as to the number of days to be taken as sick leave, the 
number of days to be taken as vacation and number of days to be taken as a leave of absence without 
pay. 
5. Should a staff meniber decide not to return to the University following leave, the staff member must 
notify the supervisor, in writing, no less than 30 calendar days preceding the scheduled return to 
work. 
6. Staff members taking leave are guaranteed their positions and job title upon return. If these 
proposed changes are adopted, then the section on Paternity I Adoption Leave would be deleted 
from page 43 of the current handbook. 
• Adopted ASC 1/19/95 
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POSTMASTER, Congratulations raffle winner 
FROM: rrpof..iTM.i!.STER" .:::POSTMAST@R]!.IJP.li .• BGf..ilJ. EI;IJ::. 
SUBJECT: Congratulations raffle winner 
DATE: 03 APR 1998 14:59 UT 
TO: <JUDYD@BGNET.BGSU.EDU> 
X-ALSO-TO: <ASC@RADAR.BGSU.EDU> 
>MESSAGE ID: XB093145924 ~AS FOR~ARDED BY POSTMASTER@PROD 
>ORIGINAL SENDER: ASC @BGSU 
> 
>Received: from TRAPPER b~r trapper .bgsu. edu (Hailer R2. 08) with BSliTP id 4738; 
> Fri, 03 Apr 98 15:00:08 EST 
>Received: from bgnetO.bgsu.edu by trapper.bgsu.edu (IBN VM SMTP V2R4) urith TCP; 
> Fri, 03 Apr 98 15:00:07 EST 
>Received: from listproc.bgsu.edu (bgnetO.bgsu.edu 129.1.2.15 
> by bgnetO.bgsu.edu (8.8.5/8.8.5) with SliTP id PAA20452; 
> Fri, 3 Apr 1998 15:01:00 -0500 (EST) 
>Received: from cba.bgsu.edu (ceo.cba.bgsu.edu 129.1.25.199 
>by bgnetO.bgsu.edu (8.8.5/8.8.5) with ESliTP id PAA01710 
> for <asc@listproc.bgsu.edu>; Fri, 3 Apr 1998 15:00:49 -0500 (EST) 
>Received: from ccastro.cba.bgsu.edu (ccastro.cba.bgsu.edu 129.1.25.130 
>by cba.bgsu.edu (8.8.5/950602.cba.bgsu.edu) urith SMTP 
> id PAA03221 for <asc@listproc.bgsu.edu> sender ccastro@cba.bgsu.edu; Fri, 3 Ap 
> 1998 15:02:08 -0500 (EST) 
>l~essage-Id: <3. 0. 5. 32.19980403145221. 007abe00@mail. cba.bgsu.edu> 
>Date: Fri, 03 Apr 1998 14:52:21 -0500 
>Reply-To: asc@listproc.bgsu.edu 
>Sender: owner-asc@listproc.bgsu.edu 
>Precedence: bulk 
>From: carmen castro-Rivera <ccastro@cba.bgsu.edu> 
>To: Administrative Staff Members <asc@listproc.bgsu.edu> 
>Subject: Congratulations raffle winners! 
>Mime-Version: 1.0 
>Content-Type: text/plain; charset="us-ascii" 
>X-Sender: ccastro@mail.cba.bgsu.edu 
>X-Mailer: QUALCOMM mindows Eudora Light Version 3.0.5 (32) 
>X-Listprocessor-Version: 8.0 -- ListProcessor(tm) by CREN 
> 
The Administrative Staff council Scholarship committee is pleased to 
announce the tremendous success of the Scholarship Fund Raffle! 
\ 
Through the generous support and contributions of BGSU faculty, and 
administrative and classified staff 1,756 tickets were sold for a total of 
$1, 62 2 . 00 ! ! ! ! ! ! ! ! ! ! ! ! 
Tickets were drawn yesterday at the ASC meeting and the follouing 
individuals were lucky winners of the prizes below: 
Raffle Prizes: 
* a Color stylewriter 4100 printer ($201 value) 
Kay Sergent, Pyschology 
* an autographed Antonio Daniels photo 
--- Tammy Shain, momen's Basketball 
* an autographed Antonio Daniels Vancouver Grizzlies jersey 
Jeremy Freyman, son of Deb Freyman, Biology 
* 2 season tickets to 1998-99 BGSU Theater productions 
Joe Williford, Family & Consumer Science 
* 2 season tickets to the 1998-99 College of Musical Ar
1
ts Festival Series 
Deb Boyce, University Advancement 
* 4 rounds of golf uith golf cart at Forrest Creason course ($112 value) 
1 Printed for Juqy Donald <judyd@bgnet.bgsu.edu> 
-----------------------------------------------------------
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POSTMASTER, Congratulations raffle winner 
Connie DiPuccio, University Bookstore 
~ 2 season passes to 1998 Falcon home football games 
Deb Conklin, Psychology 
"' 2 tickets to the 1998 Parent's Day concert (November 7, 1998) 
Gabor Szekely, Mathematics & Statistics 
* a Fall 1998 (one-semester) pass to the BGSU Recreation Center 
Stacey Dudley, EDCI 
~ a Marcia Adams gift package: a totebag and 3 autographed cookbooks 
Janice Veitch, Computer Services 
l!!inners l!Jill be receiving a notification slip via campus mail that explains 
how to claim your prize. 
There has been fantastic support of the scholarship to date. We estimate 
total contributions to date at $4,000. The goal established for the 
1998-99 year is $5,000. If anyone has not previously donated but is 
interested in doing so, please contact the Foundation at 2-2551 to 
designate your donation to the ASC scholarship fund. This plea is 
particularly important because this year, dollars raised will be matched by 
the Alumni Office, which means there is a potential of $10,000 being 
contributed to the scholarship fund! 
Thanks so much for making this year's scholarship drive a success. 
Sincerely, 
Carmen Castro-Rivera 
Printed for Juqy Donald <juqyd@bgnet.bgsu.edu> 2 
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Administrative Staff Council Minutes 
Thursday, April2, 1998 
Members Present: Jerry Ameling, Shelley Applebaum, Joyce Blinn, Deb Boyce, Scot 
Bressler, Deb Burris, Carmen Castro-Rivera, Dianne Cherry, Judy Donald, James 
Elsasser, Mike Failor, Pat Green, Linda Hamilton, John Hartung, Joyce Kepke, Sandy 
LaGro, Paul Lopez, Dawn Mays, Joan Morgan, Sue Perkins, Jan Peterson, Cindy Puffer, 
Jan Ruflher, Bonita Sanders-Bembry, Jane Schimpf, Tim Smith, Robin Veitch, Bob 
Waddle, Laura Waggoner, Reva Walker, Betty Ward, Jodi Webb, Matt Webb, Deb Wells, 
Duane Whitmire, Calvin Williams. 
Members Absent Who Sent Substitutes: 
for Beverly Stearns. 
Doug Burns for Sally Blair, Norma Stickler 
Members Absent: Craig Bedra, Penny Dean, Sharon Hanna, Elayne Jacoby (due to 
prior commitment at Health Fair), lnge Klopping, Deborah Knigga, Becky McOmber, 
Gene Palmer, Kurt Thomas, Paul Yon. 
Guests: Pat Kania, Internal Affairs Committee 
Call to Order: 
The meeting was called to order at 1:35 p.m. by Chair, Duane Whitmire . 
Approval ofMinutes: 
Judy Donald corrected the attendance of the March meeting by including Deb Burris as 
attending. Joan Morgan moved to accept corrected minutes, Pat Green seconded. 
Minutes were approved as amended. 
Guest Speakers: 
Larry Weiss and Dr. Charles Middleton attended the meeting to discuss State Issues 1 and 
2 and the importance of passage to higher education. Larry passed out several pieces of 
information and urged everyone to share information with colleagues. It is important to 
understand that K-12 will receive funding based upon the court's ruling whether Issue 2 
passes or not. Should this issue fail, the funding will come from the budgets of higher 
education and state agencies. BGSU could experience a budget cut of 15% beginning 
with the fiscal year 1999-2000. 
Duane asked council for their thoughts on endorsing State Issue 2. Pat Green felt that 
ASC should endorse the issues. Pat moved that the ASC Executive Committee write the 
resolution in support of State Issue 2 for ASC, Dawn Mays, seconded. Pat called for 
question. Motion passed with 2 abstentions . 
bO 
Chair Report: 
Duane passed out the ASC Chair Report and highlighted points of interest to the group. 
He thanked the scholarship committee for the work they have done and turned the 
meeting over to that committee for the raffie drawing .. 
Chair Elect Report: 
Deb reported that the Leadership Team had met with Dr. Ribeau and requested funding 
for the BG Best Awards program for Administrative Staff. He graciously agreed to fund 
this effort through his office. Deb also requested anyone interested in serving as vice chair 
and secretary to contact either her or Judy Donald, as ballots will be put together soon. 
Secretary Report: No report. 
Committee Reports: 
Amendments (Bev Stearns, Chair)- Due to the absence of Beverly Stearns, John Hartung 
presented materials to vote on from the amendments committee. Discussion followed 
whether to vote on these as separate issues or as a package. It was decided to vote as 
~I 
separate issues. ~V...~ • 
I. Cpanging the charter from vice presidential areas to functional areas. tU~ ~ .« . 
waiting period~ John Hartung moved to amend, suggested revising Section III, 2nd 
paragraph, to finish as follows. Members may not hold consecutive three-year terms, and 
are eligible for re-election after completing a two-year waiting period; Matt Webb 
seconded. Motion passed. 
2. John moved to accept Section III and Section IV involving the reduction of 
reps from I 0% to 6% and time off council from I to 2 years, Matt Webb seconded. 
Joyce Blinn moved to amend the motion to keep the I year off council 
instead of 2 years, Pat Green seconded. Pat Green called for the question. Motion 
defeated. 
John Hartung called for the question. Matt Webb moved to suspend rules, 
Carmen Castro-Rivera seconded. Motion passed. Original motion passed. 
External Affairs ( Bonita Sanders-Bembry, Chair) - The program "Bring Your Daughter 
to Work"(ages 9-I5) is being planned for April22. Questions can be directed to Bonita 
or Human Resources. 
Awards & Special Recognitions (Jane Schimpf, Chair)- Jane mentioned that nominations 
for BG Best Awards are due April IS. Nominations for the Ferrari Award will be coming 
out shortly, due by June I. 
• 
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Internal Affairs (Jan Peterson/Betty Ward, Co-Chairs)- Jan said that the committee is 
planning an orientation meeting in June along with a luncheon for new administrative staff 
Personnel Welfare (Pat Greenllnge Klopping, Co-Chairs)- Pat presented the information 
on the compensation plan for the 1st reading. She urged everyone to review the 
documents as we will be voting on these at the May meeting. She mentioned that Human 
Resources has agreed to review the policies each year to fine tune the procedure. 
Professional Development (Dawn Mays, Chair)- Professional Connections has been 
established. 
Salary (Gene Palmer, Chair)- No report. 
Scholarship (Carmen Castro-Rivera, Chair)- Carmen thanked the committee for all their 
hard work. 1756 tickets were sold amounting to $1622 going to the administrative staff 
scholarship fund. The results of the raffie were as follows: 
-Color Stylewriter 4100 printer 
Kay Sergent, Psychology 
-an autographed Antonio Daniels photo 
Tammy Shain, Women's Basketball 
-an autographed Antonio Daniels Vancouver Grizzlies jersey 
Jeremy Freyman, son of Deb Freyman, Biology 
-2 season tickets to 1998-99 BGSU Theater Production 
Joe Williford, Family & Consumer Science 
-2 season tickets to 1998-99 College ofMusical Arts Festival Series 
Deb Boyce, University Advancement 
-4 rounds of golf with golf cart at Forrest Creason course 
Connie DiPuccio, University Bookstore 
-2 season passes to 1998 Falcon home football games 
Deb Conklin, psychology 
-2 tickets to the 1998 Parent's Day Concert (November 7, 1998) 
Gabor Szekely, Mathematics & Statistics 
-a Fall1998 (one-semester) pass to the BGSU Recreation Center 
Stacey Dudley, EDCI 
-a Marcia Adams gift package: totebag and 3 autographed cookbooks 
Janice Veitch, Computer Services 
Winners will be receiving a notification slip via campus mail that explains how to claim 
your pnze. 
Estimated contributions to date at $4,000 with the goal being $5,000. Anyone wishing to 
donate, please contact the Foundation Office at 2-2551 to designate your donation t_o the 
ASC Scholarship Fund. 
Old Business: See Personnel Welfare Committee report . 
b3 
New Business: Calvin Williams questioned how merit is distributed and what policies exist • 
regarding this. It was decided to put this on the agenda for the May meeting. 
Duane mentioned due to the Board of Trustee meeting, the next ASC meeting will begin 
at 12:30 p.m. instead of 1:30 p.m. Please mark your calendars. 
The meeting adjourned at 3:00p.m. 
Judy Donald 
Secretary, ASC 
NEXT MEETING 
May 7, 1998 
12:30 P.M. ALUMNI ROOM, UNIVERSITY UNION 
• 
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ADMINISTRATIVE STAFF COUNCIL AGENDA 
Thursday, May 7, 1998 
12:30 p.m. 
Alumni Room, University Union 
1. Call to Order 
2. Introduction of Substitutes 
3. Approval of Minutes 
4. Chair's Report 
5. Chair Elect's Report 
6. Secretary's Report 
7. Committee Reports 
Amendments - Beverly Steams 
External Affairs- Bonita Sanders-Bembry 
Awards & Special Recognitions- Jane Schimpf 
Internal Affairs- Jan Peterson & Betty Ward 
Personnel Welfare - Pat Green & Inge Klopping 
Professional Development - Dawn Mays 
Salary - Gene Palmer 
Scholarship- Carmen Castro-Rivera 
Ad Hoc Committee Reports 
8. Old Business 
Personnel Welfare Committee- compensation plan (policy/procedures) 
Discussion of Policy ofMerit Distribution 
9. New Business 
ASC Spring Reception Announcement 
10. Good of the Order 
12. Adjourn 
•• 
• 
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ASC CHAm REPORT 
May7, 1998 
ASCMeeting 
A number of ASC committees continue to work on a variety of action items designed 
to promote the general welfare of administrative staff. Each of the Committee 
Chairs will summarize their activities from the last month in their respective reports 
today. 
I would like to take the opportunity in this Chair Report to encourage your 
attendance at the ASC Spring Reception on Wednesday, May 20th from 3:00-5:00 
p.m. at the Mileti Alumni Center. We will reward, recognize, and celebrate 
administrative staff in the following ways. 
The first ever BG Best Awards will be announced at the Spring Reception. Thanks to 
the work of Jane Schimpf and the Awards and Special Recognitions Committee, 12 
administrative staff will receive a special reward. 
We also will recognize 22 administrative staff representatives whose terms expire . 
this year. Please come to the reception and recognize your colleagues who have given 
their time and energy to represent all administrative staff. 
Come and enjoy the refreshments as we celebrate a productive year. Due to the 
dedicated efforts of all ASC Committees and Chairs, a number of administrative staff 
"firsts" have occurred during 1997-98 . 
During the last month, the ASC Leadership Team, or a portion thereof, has 
represented administrative staff in the following ways. 
* ASC, CSC, Human Resources Employee Enrollment Initiatives 
* Students First Imaginaction Team (2) 
*Personnel Welfare Committee Data Analysis Meeting 
* Constituent Groups Caucus (2) 
* Civility and Safety Think Tank 
* ASC Executive Committee 
*Annual Staff Awards Banquet 
* Becca Ferguson 
* Chuck Middleton and Becca Ferguson 
* Provost's Meeting (Marketing Report) 
* Enrollment Network 99 
Respectfully submitted, 
Duane E. Whitmire, Ph.D . 
\ 
\. 
• 
• 
• 
Conciliation/Appeals for Non-Compensation Complaints 
(RlEPLACf_ PAGES 3Q-34 IN CURRIE.NT HANDBOOK) 
MARCH 31, 199e 
Purpose 
THE PURPOS£ Of THE CONCILIATION/APPEALS BOARD PROCEDURE IS TO ENSURE THE PROMPT 
RESOLUTION Of COMPLAINTS BY ADMINISTRATIVE STAff MEMBERS REGARDING THE TlE.RMS AND 
CONDITIONS Of EMPLOYMENT, BENIEFITS, OR OTHlE.R JOB-RlE.LATlE.D CONCE.RNS THAT HAVE NOT BlE.EN 
RESOLVED WITH THE IMMEJI>IATE StJPE.RVISOR. A STAFF MEMBER MAY PURSUE THIS PROCESS FOR 
ANY OR All._L Of THE fOLl.OWJNG: 
fA lltJRE TO fOLLOW POUCIIE.S AND PROVISIONS lE.Nl!JNCIATlE.D IN THE ADMINISTRATIVE STAFf 
HANDBOOK 
INA DEQtJA n: OR INJ&QI!JJT ABI..E CONSIDER ABU: Of PROflE.SSIONAL COMPE.Tl&NCJ& 
TERMINATION Of Al?ffilNTMlENT FOR CAUSE 
NON-REN!EWAJL. Of CONTRACT fOR AN ADMINISTRATIVE STAFF MEMBER Of THRElE. OR MORE YEARS 
MUST BE REVIEWE.D BY THE APPROPRIATE VIClE.-PRlE.SIII)E.NT. THlE. DlE.CISION NOT TO CONTINUE THE 
CONTRACT OF AN ADMINISTRATIVE. STAff MEMBlER IS NOT GRIE.VABLIE. AND, THlE.REFORIE., NOT 
SUBJECT TO THJS PROCEDURE. 
ANY GRIEVANCE RElATED TO THE ADMINISTRA.TIVlE. STAff COMPlE.NSATION PLAN WILL BE HANDLED 
THROUGH THE PROCEDURE Sf'IECIIFICALLY fOR COMH.NSATION ISSUIES. 
Scope 
THESE PROCEDURES APPLY TO All. COVERED ADMINISTRATIVE STAff POSITIONS AND SUPERS!E.DE 
ALL PREVIOUS WRJTIE.N OR UNWRITIER PRACTICES. THE ONGOING RlE.SPONSJBIUT'l FOR THlE. 
ADMINISTRATION Of THlE.SlE. PROClE.DURIE.S IS ASSIGNlE.D TO THE ASSISTANT PROVOST fOR HILlMAN 
RESOURCES. 
THERE ARE THREE STEPS IN THE. PROCESS: 
I. STAff M!E_MBER RlEQl!JIEST A CONCIUATION MEETING 
2. STAFf MEMBER REQUEST AN APPULSBOARD 
3. STAFf MEMBER REQUEST A PRIE.SIDIENTIAL APPUL 
Definition of Terms 
THE FOLLOWING TERMS ARE USED FOR NON-COMPIE.NSATION Rf.lATIKD COMPLAINTS: 
A. Administrative Compensation Working Group 
THE. ADMINISTRATIVE COMPENSATION WORKING GROl!JP IS COMPRISED OF AL.t. THE VICE.-
PRESJl)IENTS. A REPRE_SENT ATIVE fROM UE.GAL COUNSIE.L '5 OfFIClE., AND A RE.PRESENTATIV!E. 
fROM THE PRESIDENT'S OffiCE.. THIS GROUP ROI!JTINlE.LY REVIEWS ISSUES REGARDING THIE. 
ADMINISTRATIVE STAFf COMPlE.NSATION PLAN A.ND DIE.CIDlE.S THlE. OllJTCOMIE. OF THlE APPEALS 
PROCESS. THIS GROUP ALSO MAKES DECISIONS ABOUT NON-cOMPENSATION GRIIE.VANClE.S. 
B. Administrative Staff Advisory Team Members 
THE ADMINISTRATIVE STAff ADVJSORYTE.AM IS COMPRISED OF 15 ADMINISTRATIVE. STAff 
MEMBE.RS SELECTED BY THE. ADMINISTRATIVE. STAFF COUNCIL (ASC) EXE.Cl!JTIVJK COMMITilE.E • 
TEAM MEMBERS WlllSIE.RVIE. THREE YEAR TERMS. THE TlE.AM COLLABORATES WITH HI!JMA.N 
RESOURCES IN HUE RE-lEVAUJATJON Of POSITION ANALYSIS QUESTIONNAIRlES. THE. TEAM IS 
.----~~--------------
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TRAINED BY HUMAN RESOtJRCIES, PAST ADMINISTRATIVE STAFf MEMBERS Of THE APJ?'l&ALS 
COMMITTEJE, AND PAST MEMBERS Of THE ADMINISTRATIVIE. STAFF AmfiSORYTIE.AM TO 
ANALYZE, EYALtJATJE, AND RECOMMEND A GRAD£. U:VEL (NUMIE.RIC RANKJNG} FOR A POSITION 
WITHIN THE PI!..AN. EACH TIMIE. AN ADMINISTRATIV£ STAff POSITION IS RIE.-£VALI!JATIE.D, Hl!JMAN 
RESOtJRCES SJEL£CTS TWO MEMBERS fROM THE TEAM TO PARTICIPATE IN TH£ .PROCESS. THESE. 
MEMBERS REJ?Rlf:SENT TWO DIFFJE:RENT VICE...PRESIDE..NTIAL AREAS. MIEMBIE:.RS Of THE. TIE.AM 
ALSO PA RTICJJ?ATE IN HUE CONCIUATION/ A.P.PIE:.ALS .PROCESS. TEAM MIE.MBE.RS WHO 
PARTICIPATE. IN THE RE--EYALI!JATJON Of A POSITION ARIE. NOT E.UEiiBU& TO SE.RVIE. ON ANY 
APPEALS BOARD fOR THAT POSITION. MIEMBERS Of THIS TEAM ALSO PARTICIPATE. IN THE 
CONCILIATION/APPEALS PROCESS fOR NON-cOMPENSATION GRJE.VANCIE.S. 
I. Conciliation Meeting 
THE CONCILIATION MIE.IE.TING, fACIUTAR.D BY THIE. ASSISTANT VICE PROVOST fOR HUMAN 
RESOtJRCES/DESIGNIEIE.. PROVmiE.S THE STAFf MlE.MBIE.R AND THIE. AREA VIClE.-PRIE.SIDIE.NT WITH AN 
OPPORTIJNin' TO RESOLVE THE. COMPLAINT IN A COLLABORATIVE., INFORMAL FASHION. 
PA RTJClPANTS IN THlE. MEETING INCL.UDE. 
E_MPLOYIEIE 
IMMJEDIATIE S8Jf''lE.RVISOR 
AREA VJCIE-PRJESIDENT WXO ~ /.h/v\1111. 
ASC RIEYIE.WTf::AM MEMBER ~ll.i\1, h:tf\.S:t; p.,r,\thN-'---0 ;.wrr 
ASSIST ANT VICE-PROVOST fOR HUMAN RlE.SOURClE.S/DIE.SIGNIE.IE. 
THE PROCESS IS NORMALI.:{ COMJ?UET!r:D WITHIN FOUR (4) WEE.KS 8NU:SS THJE.RlE.IS AGRIUMENT 
TO EXH:_ND nm TIMIEI.JNES . 
Process: 
1. THE STAff MEMBER WILL INFORM HUMAN RIE.S08RCIE.S AND THE. IMMEDJAn: SI'.IPERVISOR IN 
WRITING TIM T SHE/HIE. WANTS TO ENTER INTO CO.NCIUATION. 
2. THE STAff MIEMBER WILL BE PRm(IDIE. Hl!JMAN RESOURCIE.S WITH ALL NECESSARY 
DOCUMENTATION AT THE. TIMIE Of THIE. RIEQUI&ST. 
3. ILJPON RIE.CIE.H?T Of THIE REQ8EST TO ENTER CONCIUATION, H8MAN RlE.S08RCIE.S B£6JNS A 
TRA CKJNG/flMEJl.JNE. 
4. WITHIN TEN (1 0} WORKJNG DAYS Of RECEJVING THE RIE.QUIE.ST TO ENTER CONCILIATION, HUMAN 
RESOlJRCES FORWARDS THtr: DOCUMENTATION AND SCHIE.DtJLIE.S THE. MEETING. 
5. WITHIN TIEN (1 0) WORKJNG DAYS AFTER THE MEETING IS SCHIE.DULIE.D, THIE. MIE.IE.TING WILL TAK£ 
l?LACIE TO ATTEMPT RIESOltJTION. 
6. HUMAN RIESOtJRCIES IS Rf_SPONSIBLE FOR RIE.PORTING, IN WRITINEi, THE OUTCOME. Of THIE. 
MEETING TO ALL INVOLVED WITHIN TIE.N (tO) WORKING DAYS. 
7. IF NO RESOLI!JTION IS RIEACH£0, AND THE STAFF MIEMBER IS NOT SATISFHE.D WITH THE DECISION, 
SHE/ HE. CAN PROCEED TO THE. APPEALS BOARD . 
II. Appeals Board 
2 
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THE APPEALS BOARD PROVID-ES THE STAFF MEMBER AN OPPORTUNITY TO ACHIEVE. RESOllUTION 
THROUGH THE RECOMMENDATION OF PEERS. THE. APPULS BOARD CONSISTS Of FIVE. (5) 
MEMBERS Of THE ADMINISTRATIVE STAFf ADVISORY TIE.AM. TH!E. PROC£SS JS NORMALLY 
COMPLJF.TIED WITHIN TE.N 00) WE!E.KS UNLESS THERE. IS A DlE.CJSION TO EXTEND TH£. TIMEUN£. 
Process: 
1. WITHIN fiVE (5) WORKJN6 DAYS Of CONCIUATION, THf. STAFF Mf.MBf.R INFORMS HUMAN 
RESOURCES, THE SUPERVISOR, AND HI£ ARIE.A VJCE-PRlE.SIDENT, IN WRITING, Of THE INTENT TO 
APPEAL. 
2. WITHIN THREE (3) WORKJN6 DAYS Of NOTifiCATION OF THIE.INT!E.NT TO Al?PlKAI.., HUMAN 
RESOURCES fORWARDS THE APPEALS PACKET TO THE STAff MEMBER. 
3. WITHIN n:_N (1 0) WORKING DAYS Of RlE.CUVING THE APPEALS PACKf.T, THE. STAFf MEMBER 
COMPLJE.Tf:S THE Rt:QllJIRED DOCUMIE..NTATION FORTH£ APPEAlS AND FORWARDS TO HUMAN 
RESOURCES. 
4. WITHIN THE SAME TJE.N (10) WORKJNG DAYS, HUMAN RlE.SOI!JRCES SIE.L.E.CTS FIVE (5) 
ADMINISTRATIVE STAFf ADVISORY TEAM MEMBERS fOR THE APPE.ALS BOARD. 
5. UPON RECEHPT Of THE COMPLE.U.:D DOCt!MUHATION, Ht!MAN RIE.SOt!RCES BEGINS A 
TRACKJNG/TIMELJNE. 
6. WITHIN fiVE (5) WORKING DAiS Of RECEIPT OF THE. COMPL.E.TfE.D DOCUMENTATION, HUMAN 
RESOURCIE.S fORWARDS THE DOCUME.NTATJON SUBMITTED BY THE STAff MEMBER TO THE 
APPEALS BOARD. 
'7. WITHIN TE.N (10) W'ORKJNG DAYS AfTlE.R RlE.CEIVING THE. DOCUMENTATION, THJ£ APPEALS BOARD 
MEETS AND RIEVIE.WS THE ISSUE. 
8. WITHIN FIVE (5) WORKING DAYS Of' THE. RE.VIEW, THE APPEALS BOARD St!BMJTS THE 
RECOMMENDATION IN WRJTJNG TO HUMAN RESOURC£5, STAff MfE.MBJE:R, AREA VICE-PRESIDENT 
AND ADMINISTRATIVE COMPENSATION WORKING GROUP. 
9. WITHIN TWENTY (20) WORKJNG DAYS Of RE.CfE.JVING THE. RIECOMMENDATION OF THf. APP!E.ALS 
BOARD, THE ADMINISTRATIVE COMPE.NSATION WORKING GROUP, WITHOUT THE AREA VICE-
PRESIDENT WHERE THIK GRIEVANCE OCCt!RS, RfE.YllE.WS THE. RECOMMENDATION Of THE APPEAlS 
BOARD AND MAKES A DECISION. 
10. WJTHJN FIVE (5) WORKJNG DAYS OF A Df:CISION, TH!E. ADMINISTRATIVE COMPIE.NSATION WORKJNG 
GROt!JP WilL SUBMIT THE. DECISION IN WRITING TO THE. STAff MEMBlE.R, St!PIE.RVISOR, AREA VICE.· 
PRESIDENT, AND HUMAN RE50URCf5. 
If THE STAff MEMBER OR VlCE-I?RESIDlE..NT 15 NOT SATISFI£.D WITH THE. DECISION, SHIE/Hil£. CAN 
APPEAL TO THE PRESIDENT. 
• Ill. Presidential Appeal 
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1. WITHIN fiVE (5) WORKING DAYS OF RIE:.CE.IVING THE. DlE.CISION OF THE. ADMINISTRATIVE. 
COMPENSATION WORKING GROtH?, TH£. STAFF MlE.MBlE.R APPUII..S, IN WRITING, TO TH£. PRE.SID£NT 
Of THE UNlVE.RSITY. 
2. WITHIN TE.N (1 0) WORKJNG DAYS AFTE.R RE.CEJVING. THE. APPUL. THE. PRE.SIDENT OR DESIGNEE. 
RESPONDS IN WRITING TO THE STAFF MEMBER, SllJPIE.RVISOR, ARM VICIE...PRE.SIDE.NT, 
ADMINISTRATIVE COMPENSATION WORKJNG GROilJl?, AND HllJMAN RIE.SOilJRCIE.S 
3. THE DIECISION OF HUE PRESIDENT OR DIE.SIGNE.£ IS FINAL 
• 
• 
Purpose 
Conciliation/Appeals for Non-Compensation Complaints 
(replaces pages 30-34 in current handbook) 
March 30, 1998 
The purpose of the Conciliation/ Appeals Board procedure is to ensure the prompt resolution of 
complaints by administrative staff members regarding the terms and conditions of employment, 
benefits, or other job-related concerns that have not been resolved with the immediate supervisor. A 
staff member may pursue this process for any or all of the following: 
• Failure to follow policies and provisions enunciated in the Administrative Staff Handbook 
• Inadequate or inequitable considerable of professional competence 
• Termination of appointment for cause 
Non-renewal of contract for an administrative staff member of three or more years must be reviewed by 
the appropriate Vice-President. The decision not to continue the contract of an administrative staff 
member is not grievable and, therefore, not subject to this procedure. 
Any grievance related to the Administrative Staff Compensation Plan will be handled through the 
procedure specifically for compensation issues. 
Scope 
These procedures apply to all covered administrative staff positions and supersede all previou§ written 
or unwritten practices. The ongoing responsibility for the administration of these procedures is assigne4 
to the Assistant Provost for Human Resources. · 
There are three steps in the process: 
1. Staff member request a Conciliation Meeting 
2. Staff member request an Appeals Board 
3. Staff member request a Presidential Appeal 
I. Conciliation Meeting 
The Conciliation Meeting, facilitated by the Assistant Vice Provost for Human Resources/ designee, 
provides the staff member and the area Vice-President with an opportunity to resolve the 
complaint in a collaborative, informal fashion. Participants in the meeting include 
• 
• 
• 
• 
• 
Employee 
Immediate Supervisor 
Area Vice-President 
ASC Review Team member 
Assistant Vice-Provost for Human Resources/ designee 
The process is normally completed within four (4) weeks unless there is agreement to extend the 
time lines. 
Process: 
1. The staff member will inform Human Resources and the immediate supervisor in writing that 
she/he wants to enter into conciliation. 
2. The staff member will be provide Human Resources with all necessary documentation at the time of 
the request. 
3. Upon receipt of the request to enter conciliation, Human Resources begins a tracking/ timeline. 
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4. Within ten (10) working days of receiving the request to enter conciliation, Human Resources 
forwards the documentation and schedules the meeting. 
5. Within ten (10) working days after the meeting is scheduled, the meeting will take place to 
attempt resolution. 
6. Human Resources is responsible for reporting, in writing, the outcome of the meeting to all involved 
within ten (10) working days. 
7. If no resolution is reached, and the staff member is not satisfied with the decision, she/ he can 
proceed to the Appeals Board. 
II. Appeals Board 
The Appeals Board provides the staff member an opportunity to achieve resolution through the 
recommendation of peers. The Appeals Board consists of five (5) members of the Administrative 
Staff Advisory Team. The process is normally completed within ten (10) weeks unless there is a 
decision to extend the timeline. 
Process: 
1. Within five (5) working days of conciliation, the staff member informs Human Resources, the 
supervisor, and the area Vice-President, in writing, of the intent to appeal. 
2. Within three (3) working days of notification of the intent to appeal, Human Resources forwards 
the Appeals Packet to the staff member. 
3. Within ten (10) working days of receiving the Appeals Packet, the staff member completes the 
required documentation for the appeals and forwards to Human Resources. 
4. Within the same ten (10) working days, Human Resources selects five (5) Administrative Staff 
Advisory Team members for the Appeals Board. 
5. Upon receipt of the completed documentation, Human Resources begins a tracking/timeline. 
6. Within five (5) working days of receipt of the completed documentation, Human Resources 
forwards the documentation submitted by the staff member to the Appeals Board. 
7. Within ten (10) working days after receiving the documentation, the Appeals Board meets and 
reviews the issue. 
8. Within five (5) working days of the review, the Appeals Board submits the recommendation in 
writing to Human Resources, staff member, area Vice-President and Administrative Compensation 
Working Group. 
9. Within twenty (20) working days of receiving the recommendation of the Appeals Board, the 
Administrative Compensation Working Group, without the area Vice-President where the 
grievance occurs, reviews the recommendation of the Appeals Board and makes a decision. 
10. Within five (5) working days of a decision, the Administrative Compensation Working Group will 
submit the decision in writing to the staff member, supervisor, area Vice-President, and Human 
Resources. 
11. If the staff member or Vice-President is not satisfied with the decision, she/he can appeal to the 
President. 
2 
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III. Presidential Appeal 
1. Within five (5) working days of receiving the decision of the Administrative Compensation 
Working Group, the staff member appeals, in writing, to the President of the University. 
2. Within ten (10) working days after receiving the appeal, the President or designee responds in 
writing to the staff member, supervisor, area Vice-President, Administrative Compensation 
Working Group, and Human Resources 
3. The decision of the President or designee is final . 
3 
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Re-evaluation - Office of Human Resources & 
ASC Review Committee 
Decision 
Meeting - Employee, Office of Human 
Resources, Supervisor 
Conciliation 
l .. 
ASC Appeals I 
l 
AdminComp. 
Working Group 
Vice President, employee, 
supervisor, Office of Human Resources, 
ASC Review 
IF RESOLVED - ENDS 
ASC Review Members (paper review) (not the 
same ASC members that have been involved to 
date) 
VP's + 2 minus the VP of the area 
l .. IF RESOLVED- ENDS 
President I 
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RE-EVALUATION, CONCILIATION, APPEALS FLOW 
Re-evaluation 
Human Resources & ASC Advisory Team 
l 
Recommendation to Area Vice President. 
Decision by Vice President 
Supervisor Meeting 
Employee, Human Resources, Supervisor 
l 
Conciliation 
Vice President, Employee, Supervisor,Assistant 
Provost for Human Resources, ASC Review Team 
l 
ASCAppeals 
5 ASC Advisory Members 
l 
Administrative Compensation Working Group 
If agreement - ends 
If agreement - ends 
If agreement - ends 
VP's, Legal Counsel, President's designee (minus the VP of the area) 
l If resolved - ends 
President or Designee 
Final 
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POSTMASTER, Change in document 
Fll.OH: 11I•(IfJTHASTEii.11 ..::);•(JfjTJI:AB~ ll.I\ItAP., :tn;BU, EitU:• 
SUBJECT: change in document 
DATE: 07 KAY 1998 15:52 UT 
TO: <JUDYD@BGNET.BGSU.EDU> 
X-ALSo-TO: <ASC-REPS@RADAR.BGSU.EDU> 
>MESSAGE ID: XB1Z1155Z34 VAS FORWARDED BY PC~THASTBR@PROD 
>ORIGINAL SENDER: ASC-REPS @BGSU 
> 
>Received: from bgnetO.bgsu.edu by OPIE.BGSU.EDU (PHDF V5.1-7 #27372) 
> with ESHTP id <01IVRA4H!KBK001D1NeOPIE.BGSU.EDU> for jdonald@R!D!R.BGSU.EDU; 
> Thu, 7 Hay 1998 15:51:49 EST 
>Received: from listproc.bgsu.edu (bgnetO.bgsu.edu 129.1.2.15 
> by bgnetO.bgsu.edu (8.8.5/8.8.5) with SKTP id PAA11807; Thu, 
> 07 May 1998 15:51:42 -0400 (EDT) 
>Received: from 129.1.9.192 (m9-192.bgsu.edu 129.1.9.192 ) 
> by bgnetO.bgsu.edu (8.8.5/8.8.5) with ESHTP id PA!28100; Thu, 
> 07 Kay 1998 15:51:32 -0400 {EDT) 
>Date: Thu, 07 Hay 1998 16:00:02 -0500 
>From: Pat Green <pgreen@bgnet.BGSU.EDU> 
>Subject: Change in document 
>Sender: owner-asc-reps@listproc.BGSU.EDU 
>X-Sender: pgreen@mailbox.bgsu.edu 
>To: ASC-REPS <asc-reps@listproc.BGSU.EDU> 
>Reply-to: asc-reps@listproc.BGSU.EDU 
>Hessage-id: <103020909b177cd56b728@ 129.1.9.192 > 
>MIKE-version: 1.0 
>Content-type: text/plain; charset="us-ascii" 
>Precedence: bulk 
>X-Listprocessor-version: 8.0 -- ListProcessor(tm) by CREN 
> 
The following editorial change vas made to the compensation document 
>From Section 2 B. Definitions 
These members represent two different vice-presidential areas 
to 
These members represent two vice-presidential areas different from the 
vice-presidential area of the position being re-evaluated. 
The following change was made in the non-salary document in I. 
concilaition Meeting 
from 
* ASC Review Team member 
to 
*ASC Review Team member (selected by staff member from a different 
vice-presidential area) 
These are the only editorial changes made for clarification. The documents 
will be forwarded to the central adminstration . 
Thanks 
Pat 
Pat Green 
Printed for Juqy Donald <juqyd@bgnet.bgsu.edu> 
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Pat G~~~n, 04:00 PM 5/7/98 , Change in document 
It~:ttl3! Tim, 7 MttY 1998 16! 00! 02 -0-500 
Reply-To: asc-reps@listproc.bgsu.edu 
Sender: owner-asc-reps@listproc.bgsu.edu 
From: Pat Green <pareen@banet.basu.edu> 
To: ASC-REPS <asc-reps@listproc.bgsu.edu> 
Subject: Change in document 
x-sender: pgreen@mailbox.bgsu.edu 
The following editorial change vas made to the compensation document 
>From section 2 B. Definitions 
These members represent two different vice-presidential areas 
to 
These members represent two vice-presidential areas different from the 
vice-presidential area of the position being re-evaluated. 
The following change was made in the non-salary document in I. 
Concilaition Meeting 
from 
* ASC Review Team member 
to 
*ASC Review Team member (selected by staff member from a different 
vice-presidential area) 
These are the only editorial changes made for clarification. The documents 
will be forwarded to the central adminstration. 
Thanks 
Pat 
Pat Green 
Administrative Director 
center for Photochemical Sciences 
Bowling Green State University 
Bowling Green, Ohio 43403 
Phone: 419-372-6008 
rax: 419-372-6069 
e-mail: pgreen@bgnet.bgsu.edu 
http://www.bgsu.edu/departments/photochem 
Printed for Juqy Donald <juqydQbgnet.bg•u.adu~ 
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Version 
MV 1.1 
MV 2.1 
MV 3.1 
MV 4.1 
MV 5.1 
MV 6.1 
0.00% 
-1.00% 
-2.00% 
-3.00% 
-4.00% 
-5.00% 
-6.00% 
Appendix A 
1997-98 
Summary of CUPA- BGSU Average Salary 
Compared to State Average 
BGSU# fnSU CUPA 
of Cases Average Average Difference 
84 $60,426 $63,708 ($3,282} 
74 $61,633 $64,580 ($2,947) 
55 $59,206 $62,413 ($3,207) 
27 $64,725 $68,877 ($4, 152) 
80 $60,216 $63,551 ($3,335} 
65 $58,020 $61,619 ($3,599) 
-7.00% 1 
MV 
1.1 
MV 
2.1 
MV 
3.1 
MV 
4.1 
MV 
5.1 
% Difference 
MV 
6.1 
-5.15% 
-4.56% 
-5.14% 
-6.03% 
-5.25% 
-5.84% 
li 
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Appendix B ~ 1997-98 
Summary of Comparison of BGSU Salaries 
to Other State Schools Using Common Positions 
(MV 2.1) 
Average BGSU %Difference 
School # of Positions Salary Average Salary Difference from BGSU 
Ohio State 46 $78,476 $57,124 $21,352 37.38% 
Cincinnati 41 $73,362 $62,028 $11,334 18.27% 
Ohio 40 $69,810 $63,227 $6,583 10.41% 
Miami 46 $62,401 $60,016 $2,385 3.97% 
Kent 48 $59,801 $58,325 $1,476 2.53% 
Akron 41 $59,669 $58,711 $958 1.63% 
BGSU 
Cleveland 43 $58,922 $58,979 ($57) -0.10% 
Wright State 47 $59,162 $61,567 ($2,405) -3.91% 
Youngstown 42 $52,593 $58,551 ($5,958) -10.18% 
Toledo 0 #VALUE! #VALUE! 
• 40.00% 
35.00% 
30.00% 
25.00% 
Q) 20.00% 
u 
c 
Q) 15.00% 
'-Q) 
= c 10.00% 
(!. 
5.00% 
0.00% 
-5.00% 
-10.00% 
-15.00% 
f9 g a ~ ~ ~ 9 d ~ ~ ~ <( 
Institution ~ 
<1" 
...... 
... 
'i 
1990-1991 
Sch %of BG 
OS 19.36% 
uc 10.35% 
MU 8.63% 
ou 7.99% 
UT 2.15% 
BG 
AU -0.52% 
KS -1.39% 
YS -1.60% 
ws -2.87% 
cs -3.07% 
Ran kina 
1990-1991 
OS 1 
uc 2 
ou 4 
UT 5 
MU 3 
KS 8 
BG 6 
AU 7 
ws 10 
cs 1 1 ; 
YS 9 
Appendix 8.1 - 1997-1998 
• ----------------
Appendix 8.1 
Summary of Comparison of BGSU Salaries 
to Other State Schools Using Common Positions (MV 3.1) 
Seven Year Comparisons 
1991-1992 1992-1993' 1993-1994 1994-1995 1995-1996 
Sch %of BG ~ch % ofBG Sch %of BG Sch %of BG Sch %ofBG 
OS 23.87% OS 25.08% OS 24.88% OS 39.37% OS 38.38% 
uc 13.68% uc 12.95% ou 12.34% uc 12.45% uc 20.75% 
ou 10.00% ou 8.02% uc 11.61% ou 10.28% ou 10.27% 
MU 8.02% MU 2.25% UT 6.62% UT 6.27% UT 3.34% 
cs 3.83% UT 1.73% BG ws 1.92% KS 3.02% 
UT 3.56% KS 0.66% KS -0.73% AU 0.23% MU 2.96% 
KS 3.06% cs 0.32% YS -1.02% BG ws 2.77% 
AU 0.59% BG MU -2.90% MU -1.18% cs 2.08% 
BG YS -0.31% AU -3.68% YS -1.26% AU 0.17% 
YS -0.94% AU -1.68% ws -5.53% KS -2.16% BG 
ws -5.10% ws -3.54% cs -6.25% cs -2.85% YS -0.94% 
1991-1992 1992-1993' 1993-1994 1994-1995 1995-1996 
1 1 1 1 1 
2 2 3 2 2 
3 3 2 3 3 
6 5 4 4 4 
4 4 8 8 6 
7 6 6 10 5 
9 8 5 7 1 0 
8 10 9 6 9 
11 11 10 5 7 
5 7 11 11 8 
10 9 7 9 11 
• 
1996-1997 1997-1998 
~ch %ofBG Sch %of BG 
OS 35.96% OS 38.38% 
uc 19.55% uc 18.27% 
ou 9.68% ou 10.41% 
MU 3.82% MU 3.97% 
KS 3.39% KS 2.53% 
AU 0.33% AU 1.63% 
BG BG 
UT -0.51% cs -0.10% 
ws -3.28% ws -3.91% 
cs -5.04% YS -10.18% 
YS -9.38% UT 
1996-1997 1997-1998 AVG Rank 
1 1 1.0 
2 2 2.1 
3 3 3.0 
8 5.1 
4 4 5.1 
5 5 6.5 
7 7 7.4 
6 6 7.6 
9 8 8.9 
10 9 9.0 
1 1 10 9.5 __ 
--- --- --
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Appendix C 1997-1998 
~ a.JPA Mercer Mercer a.JPA CUPAMercer 
COUNT Count GA/IDE Max Min Averaoe Percent 
• 0 5 $22,030 $15,194 
0 6 $23 866 $16 334 
1 7 $25,898 $17 591 
1 8 $28,146 $18,975 
9 9 $30,638 $20,502 
6 10 $33,405 $22,187 
21 11 $36,478 $24 052 
34 5 12 $39,898 $26 115 $29,213 22% 
44 1 13 $43,708 $28,402 $40,175 77% 
77 11 14 $47,957 $30 940 $37 060 36% 
79 6 15 $52,701 $33,759 $47,231 71% 
69 23 1 6 $58,008 $36,896 $47,313 49% 
481 1 5 17 $63,950 $40,390 $52,514 51% 
1 9 7 1 8 $70,611 $44,286 $61,893 67% 
20 11 1 9 $78,088 $48,636 $72,282 80% 
5 3 20 $86,493 $53,500 $71,676 55% 
8 4 21 $95,951 $58,946 $70,866 32% 
6 5 22 $106,611 $65,051 $95,075 72% 
23 $118,641 $71,904 
==== ---- I 
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ADMINISTRATIVE STAFF COUNCIL 
ACADEMIC SUPPORT 
Carmen Castro-Rivera (1998) ** 
Joyce Kepke (1998) 
Inge Klopping (1998) 
Jan Peterson (1998) 
Bev Steams (1998) 
Betty Ward (1998) 
Judy Donald (1999)- Secretary** 
Matt Webb (2000) 
Paul Yon ( 1998) 
Deb Burris ( 1999) 
Pat Green (2000) 
FIRE LANDS 
Deborah Knigga (1998) 
John Hartung (2000) 
INSTITUTIONAL SUPPORT 
Bob Waddle (1998) 
Jan Ruflher (1999) ** 
Sandy LaGro (2000) 
Jane Schmipf (2000) 
Deborah Boyce (1998) -Chair Elect ** 
Linda Hamilton (2000)** 
ATHLETICS/SPORTS ACTMTIES 
Scot Bressler (1998) 
Robin Veitch (1998) 
Penny Dean (1999) 
James Elsasser (1999) ** 
Kurt Thomas (1999) 
Shelley Appelbaum (2000) 
Revised 4/9/98 
1997-98 
STUDENT SUPPORT 
Elayne Jacoby (1998) 
Sue Perkins (1998) 
Cindy Puffer (1998) 
Jodi Webb (1998) ** 
Bonita Sanders Bembry (1999) 
Dawn Mays (1999) 
Reva Walker (1999) 
Rebecca McOmber (1998) 
Joan Morgan (1998) - Past Chair 
Gene Palmer (1999) 
Laura Waggoner (2000) 
Joyce Blinn (1999) 
TECHNOLOGY 
Jerry Ameling (1998) 
Paul Lopez (1998) 
Sally Blair (1998) 
Duane Whitmire (1998)- Chair** 
Diane Cherry (1999) 
Mike Failor (1999) 
Sharon Hanna (1999) 
Tim Smith (1999) 
Deb Wells (2000) 
Calvin Williams (2000) 
ACADEMIC DEPARTMENTS 
Craig Bedra (1999) 
* * Executive Committee 
• 
• 
• 
September3, 1998 
October 1, 1998 
November 5, 1998 
December 3, 1998 
January 7, 1999 
February 4, 1999 
March 4, 1999 
April1, 1999 
May 6,1999 
June 3, 1999 
jd 
4/17/98 
Administrative Staff Council 
Meeting Schedule 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
1:30 p.m • 
1998-99 
Alumni Room, University Union 
Alumni Room, University Union 
Alumni Room, University Union 
Alumni Room, University Union 
Alumni Room, University Union 
Alumni Room, University Union 
Alumni Room, University Union 
Alumni Room, University Union 
Alumni Room, University Union 
Alumni Room, University Union 
· .. ·· .. 
Bowling Green State University· Bowling Green, Ohlo 43403 ' ~.-................................................................... - ............ - ........................... - .................................................... , ...... c ............................... .. TEL 4 i 9 372 2033 • FAX 419 372 6069 
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May 11,1998 
Memorandum 
To: 
From: 
Dr. Charles Middleton 
Provost 
PatGreenQY 
Center ior Photochemical Sciences 
Chair, ASC Personnel Welfare Committee 
On behalf of Administrative Staff Council I am forwarding, with great pleasure, the new administrative staff 
handbook recommendations. These recommendations include a new section on the Administrative Staff 
Compensation Plan, new griev-ance recommendations for non-compensation issues, and changes for the current 
maternity /paternity and fee waiver policies. These documents were approved by Administrative Staff Council 
on Thursday, May 7,1998. We would like very much for these to go to the Board of Trustees for approval at the 
June meeting. .. 
I understand from Becca Ferguson that the Administrative Compensation Group is meeting again on May 18 and 
will review these documents (hopefully) for the last time and with no major revisions. I also understand the 
Cabinet must approve them before going to the Board of Trustees. I will work with Becca to keep up to date on 
the process. 
Once again, I can not say enough about the benefits of collaboration. The value of collegiality and the spirit of 
participatory leadership not only model the university's core values, but create an environment where staff 
feel valued and can be more productive. Please express my thanks to all the- members of the Administrative 
Compensation Group. I also want to acknowledge Becca, Donna and Pat in Human Resources for taking the 
amount of time necessary to ensure the success of this project. I am glad I had the opportunity to be an active 
part of this "first ever" venture. We certainly have come a long way! 
I am also extremely grateful to the members of the Personnel Welfare Committee for all their hard work. I 
want to take this opportunity to recognize them. The members are Paul Lopez, Joyce Kepke, Sandy LaGro, 
Sharon Hanna, Ann Betts, and lnge Klopping. It has been a very rewarding year for all of us. 
Thank you. 
PG:aaf 
Enclosures 
cc: Deb Boyce 
Judy Donald; 
Becca Ferguson 
Sandra MacN evin - Enclosures 
Duane Whitmire 
• 
Duane Whitmire, 03:35 PM 5/11/98 , Ombuds Office Resolution for Y 
Date: Mon, 11 May 1998 15:35:22 -0500 
Reply-To: asc-reps@listproc.bgsu.edu 
Sender: owner-asc-reps@listproc.bgsu.edu 
From: Duane Whitmire <whitmire@bgnet.bgsu.edu> 
To: ASC-REPS <asc-reps@listproc.bgsu.edu> 
Subject: Ombuds Office Resolution for Your Review and Feedback 
X-Sender: whitmire@mailbox.bgsu.edu 
X-Listprocessor-Version: 8.0 -- ListProcessor(tm) by CREN 
The Ombuds Office initiative has been on-going since early last 
summer, 
when the Constituent Group Caucus (CGC) began researching the types of 
ombuds services other public universities in Ohio provided to its 
constituencies. 
This fall, the Graduate Student Senate (GSS) formed an adhoc committee 
on 
*Conflict in the Classroom* comprised of interested graduate and 
undergraduate students, faculty, and staff members here at the 
University. 
As a result of that group's efforts, the GSS passed a resolution 
urging the 
creation of an Ombuds Office at BGSU. 
• Dr. Joyce Gromko, Associate Dean of the Graduate College (who has been 
serving as an unofficial ombudsperson for graduate students) met with 
the 
• 
CGC in April and indicated that the administration would like to see 
if 
there was support for this idea from all of the constituent groups. 
What follows is a resolution drafted by the ASC Leadership Team and 
approved by the ASC Executive Committee for your review. If you have 
any 
suggested changes, please email them by Friday May 29, to 
whitmire@bgnet.bgsu.edu 
Thank you, in advance, for your review and feedback. 
Administrative Staff Council 
Bowling Green State University 
University Ombuds Office Resolution 
WHEREAS, there have been growing concerns with respect to conflict 
situations on campus, including but not limited to racial, sexual, and 
sexual orientation harassment as well as verbal and physical assaults; 
Printed for Judy Donald <judyd@bgnet.bgsu.edu> 1 
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Duane Whitmire, 03:35 PM 5/11/98 , Ombuds Office Resolution for Y 
and 
WHEREAS, Administrative Staff Council is committed to working 
proactively 
for the welfare of all members of the University community; and 
WHEREAS, currently the University offers no formal training in 
conflict 
resolution for individuals and no central office exists to help those 
who 
experience conflict situations, and 
WHEREAS, an Ombuds office is an accepted and effective means of 
dealing 
with conflict situations; and 
WHEREAS, Bowling Green State University is one university in the 
system of 
state institutions ip Ohio that does not have an Ombuds office; 
THEREFORE, BE IT RESOLVED, that the Administrative Staff Council 
recommends 
that BGSU establish an independent Ombuds office to handle 
student, staff, and faculty concerns . 
************************************************************ 
Duane E. Whitmire, Ph.D. 
Computer Help Center Analyst 
Bowling Green SJate University 
E-Mail: whitmire@bgnet.bgsu.edu 
Phone: 419-372-2927 
We are a team of professionals, committed to customer 
satisfaction, dedicated to prompt, courteous 
delivery of quality service and support. 
"Bringing the Magic of Customer Service to BGSU" 
************************************************************ 
Printed for Judy Donald <judyd@bgnet.bgsu.edu> 2 
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Administrative Staff Handbook Changes 
Change to Fee Waiver Policy 
Section V. Retired Administrative Staff Members Part B. Benefit 
Current: 
Benefit. Retired administrative staff members may take courses on a space available basis. In addition, 
dependents of retirees may enroll in classes without payment of tuition fees for a period of five years 
following the employee's retirement. 
Change to: 
Benefit. Retired administrative staff members may take courses on a space available basis. In addition, 
dependents may enroll in classes without payment of tuition fees as long as they satisfy the 
requirements for dependent status. 
Birth/ Adoption Leave 
Replace Maternity /Paternity I Adoption Leave page 42-43 - eliminate section on 
paternity I adoption/leave 
1. Each staff member is eligible for birth/ adoption leave up to six months. 
2. The six month leave need not be taken as consecutive days if mutually agreeable to the 
administrative staff member and the immediate supervisor. 
3. Accrued sick leave, accrued vacation credit and a leave of absence without pay can be used during 
this six month period. A staff member may use any or all of the accrued vacation credit and/ or 
accrued sick leave or personal leave before going on a leave of absence without pay. 
4. A staff member will notify, in writing, the supervisor and the Office of Human Resources, prior to 
the start of the leave, as to the number of days to be taken as sick leave, the number of days to be 
taken as vacation and number of days to be taken as a leave of absence without pay. 
5. Should a staff member decide not to return to the University following leave, the staff member must 
notify the supervisor, in writing, no less than 30 calendar days preceding the scheduled return to 
work 
'6. Staff members taking leave are guaranteed their positions and job title upon return. If these 
proposed changes are adopted, then the section on Paternity I Adoption Leave would be deleted 
from page 43 of the current handbook 
Originally Adopted by Administrative Staff Council January 19, 1995 
Adopted by Administrative Staff Council May 7, 1998 
• 
• 
• 
Administrative Staff Council 
Bowling Green State University 
University Ombuds Office Resolution (as amended) 
WHEREAS, there have been growing concerns with respect to conflict situations on 
campus, including but not limited to racial, sexual, and sexual orientation harassment as 
well as verbal and physical assaults; and 
WHEREAS, Administrative Staff Council is committed to working proactively for the 
welfare of all members of the University community; and 
WHEREAS, currently the University offers no formal, centralized training program in 
conflict resolution and no central office exists to help those who experience conflict 
situations, and 
WHEREAS, an Ombuds office is one means of effectively dealing with conflict situations; 
and 
WHEREAS, additional training to assist all members of the University to recognize the 
importance of respecting one another's personal well-being is another means to effectively 
deal with conflict situations; 
THEREFORE, BE IT RESOLVED, that the Administrative Staff Council recommends 
that BGSU establish an independent Ombuds office to handle student, staff and faculty 
concerns along with establishing additional training programs . 
• 
• 
• 
ADMINISTRATIVE STAFF SPRING RECEPTION 
May20, 1998 
3:00-5:00 P.M. 
Mileti Alumni Center 
Refreshments 
Welcome- Duane Whitmire, 97-98 Chair, ASC 
Comments -Sidney Ribeau, President 
Recognitions 
Reward -1997-98 BG Best Awards- Presented by Jane Schimpf and 
Awards and Special Recognitions Committee 
Recognize-ASC Representatives Whose Term Expires 
Celebrate-A Productive Year with your Administrative Staff Colleagues 
Closing by Duane Whitmire 
• 
• 
• 
• 
Pat Green, 09:32AM 6/i/98 
Date: Hon, 1 Jun 1998 09:32:48 -0400 
Ri3}.1l.Y-T<•: agc-rep£1@ li£1tprr:>c .bgsu. edu 
Sender: owner-asc-reps@listproc.bgsu.edu 
From: Pat Green <pgreen@bgnet.bgsu.edu> 
To: ASC-REPS <asc-reps@listproc.bgsu.edu> 
Subject: Final PWC Documents 
x-sender: pgreen@mailbox.bgsu.edu 
Hi all, 
Final PWC Documents 
I am attaching the final PVC documents that are being forwarded to the 
Board of Trustess for approval at the June Board meeting. These documents 
represent a collaborative effort between BR, PVC and the Administrative 
Compensation Vorking Team ( the vice-presidents, Sandra XacNevin and Nancy 
rooter). There have been some minor editorial changes by the 
Administrative Uorking Group since ASC approved them. There has been no 
substantive change. In fact, the editorial changes actually correct 
mistakes ue made or clarify some other points. 
1. ve had negelected the President's area throughout these documents. This 
has been added. 
2. The affirmative action statement at the beginning of the compnesation 
document mas inaccurate. 
3. The administrationn made editorial corrections to some of the 10 
points already approved by the Board. Theses are indicated by lines through 
words or caps so the Board will be able to distinguish the differences . 
4. The wording in title change is slightly different to correct some 
confusion. 
5. The suggested handbook changes on the birth, adoption and fee vaiver at 
retirement are not going forward this year. Donna Wittwer in BR uill be 
looking at all policies that involve administrative, faculty and classified 
staff in an effort to seek consistency. 
I worked with HR on the final documents. They are good documents and 
definitely bring substance to our compensation plan and non-compensatiuon 
complaints policies. They are by no means chiseled in stone, but should be 
reviewed on a regular basis to fine tune the policies and procedures as 
situations come up that are not covered by the scope of these documents. 
I am very pleased with the collaborative efforts expended by PWC, HR and 
the administration. This is the first time handbook documents have gone to 
the BOT that have been approved by all involved. 
I want to thank PUC - Paul Lopez, Sharon Hanna, Joyce Kepke, Sandy LaGro 
and Ann Betts for working so hard on these. Also, I want to thank Becca 
Ferguson, Donna Wittwer and Pat Patton for the energy and effort they 
expended on our behalf 
I should have a draft of the timellines from BR for the June meeting. 
Trianing will be provided on these policies and procedures for all staff 
also. 
If you can't retreive these, please let me know. 
Pat 
Attachment Converted: " c: \eudora\attach\Nonsalary Final. doc. rtf " 
Attachment Converted: " c:\eudora\attach\Compensation Plan Final.doc.rtf 
Administrative Director 
Center for Photochemical Sciences 
Bowling Green State University 
Printed for Juqy Donald <juqyd@bgnet.bgsu.edu> 
"Pat Green 
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• Administrative Staff Compensation Plan INIRODUC'IION AND RATIONALE 
In order for Bowling Green State University (BGSU) to attract and retain qualified administrative staff 
employees, it is BGSU's policy to maintain fair and competitive grade levels and pay ranges without regard to 
race, sex, color, national origin, religion, ancestry, age, marital status, disability, or status as spe::ial disabled or 
Vietnam-Era veteran. 
The purpose of the Administrative Staff Compensation Plan is to establish a system that refle::ts 
Relationships between positions and their worth 
• The principles of equitable compensation 
• Competition with the external employment market 
SCOPE 
These policies and procedures apply to all covered administrative staff positions and supersede all previous 
written or unwritten practices. The ongoing responsibility for the administration of the Administrative Staff 
Compensation Plan (Plan) is assigned to the Assistant Provost for Human Resou~es. 
I. Objectives 
It is the intent of the Administrative Staff Compensation Plan to 
• Administer the Plan in accordance with the general policies of the University 
Provide a compensation plan that is internally equitable and externally competitive with the 
market 
Ensure equitable compensation for positions requiring similar educational levels, experience levels, 
skills, effort, working conditions, and levels of responsibilities 
Ensure that the administration of the position evaluations and grade level assignments is consistent 
and uniform throughout the University 
Provide for a review process that will address inequities 
Allow for the maintenance of competitive grade levels 
Provide policies and procedures which ensure that the Plan will be equitably and efficiently 
administered 
II. Definition of Terms 
The following terms are used in the Administrative Staff Compensation Plan: 
A. Administrative Compensation Working Group 
The Administrative Compensation Working Group is comprised of all the Vice-Presidents and the 
President's designee. General Counsel will serve in a non-voting status. This group routinely reviews issues 
regarding the Plan and decides the outcome of the appeals process. 
• B. Administrative Staff Advisory Team Members 
The Administrative Staff (AS) Advisory Team is comprised of 15 administrative staff members selected by 
the Administrative Staff Council (ASC) Executive Committee. Team members will serve three-year terms. 
The Team collaborates with Human Resources in the re-evaluation of Position Analysis Questionnaires. The 
Team is trained by Human Resources, past administrative staff members of the Appeals Committee, and 
• 
• 
• 
past members of the Administrative Staff Advisory Team to analyze, evaluate. and recommend a grade 
level (numeric ranking) for a position within the Plan. Each time an administrative staff position is re-
evaluated, Human Resources selects two members from the Team to participate in the process. These 
members represent two vice-presidential areas different from the vice-presidential area of the position 
being re-evaluated. Members of the Team also participate in the Conciliation/ Appeals process. Team 
members who participate in the re-evaluation of a position are not eligible to serve on any Appeals Board 
for that position. 
C. Grade Level 
The grade level is the numeric ranking of administrative staff positions from 5 to 23. 
D. Human Resources/Administrative Staff Advisory Team (HR/AS ADVISORY TEAM) 
Two members of the Human Resources staff and the two members selected from the Administrative Staff 
Advisory Team comprise the HR/ AS Advisory T earn. This combined team is responsible for analyzing, 
evaluating, and recommending a grade level whenever an administrative staff position is re-evaluated. 
E. PayRange 
The pay range is thecompensatjon for a particular grade leveL Each pay range has a designated minimum, 
midpoint and maximum. In 1997/98, for example. in grade level14 the minimum is $30,940, the midpoint 
is$ 39,449, and the maximum is$ 47,957. 
F. Position Analysis Questionnaire 
The Position Analysis Questionnaire is the instrument used to describe the position responsibilities. This 
questionnaire is used by theHR/ AS Advisory Team and/or Human Resources to determine the grade level 
of an administrative staff position based upon the level of knowledge and experience. creativity and 
complexity, impact on the institutional mission, internal and external contacts, and leadership. The Position 
Analysis Questionnaire must be completed in order for any administrative staff position to be created 
and/ or changed. 
III. Policies 
The following policies have been established for the maintenance and management of the Administrative 
Staff Compensation Plan. 
A. New Administrative Staff Hire 
New administrative staff generally at•e hired between the minimum and midpoint of a grade leveL A salary 
assigned above the midpoint requires prior approval by the Vice-President, after consultation with the 
Offices of Human Resources and Affirmative Action. (Number 2- Approved by Board of Trustees, 
September 13, 1996.) 
B. Upgrade 
Definition: 
A position is re-evaluated and assigned to a higher grade level as a result of significant expansion in the 
position's existing duties and responsibilities. 
Policy: 
The incumbent is guaranteed at least a 5% increase in salary or the minimum salary for the new level, 
whichever is greater. (Number 3- Approved by Board of Trustees, September 13, 1996.) 
C. Promotion 
Definition: 
An incumbent moves from a position requiring a certain level of skill, effort, and responsibility to a position 
in a higher grade l;vel requiring a significantly greater degree of skill, effort, and responsibility. 
Policy: 
When an employee is promoted, she/he is guaranteed at least a 5% increase in salary or the minimum 
salary for the new level, whichever is greater. (Point 4- Approved by Board of Trustees, September 13, 
1996.) 
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D. Interinyi.Acting Positions 
Definition: 
A staff member is assigned to a position lA a highet> gPaae levEl on an interim/temporary/acting basis. 
Policy: 
If the assignment is longer than 30 calendar days AND IS IN A HIGHER GRADE LEVEL, the staff member 
re:eives a premium for the time served equal to at least a 5% increase in salary or the minimum for the 
interim grade level, whichever is greater. (Point 5- Approved by Board of Trustees, September 13, 1996.) 
E. Demotion 
Definition: 
An incumbent staff member moves from a position requiring a certain level of skill, effort, and 
responsibility to another position in a lower grade level requiring a lesser degree of skill, effort, and 
responsibility. 
Policy: 
When a demotion occurs, the incumbent's salary is reduced to a level in the lower pay range equivalent to 
his/her level in the original pay range. (Point 6- Approved by Board of Trustees, September 13, 1996) The 
President in consultation with the Vice-President and Human Resources must approve any exceptions to 
this policy. 
F. Downgrade 
Definition: 
A position is reassigned to a lower grade level as a result of significant reduction in the position's existing 
duties and responsibilities . 
Policy: 
When a position downgrade occurs, the incumbent's salary is reduced to the level in the lower pay range 
equivalent to his/her level in the original pay range. The President in consultation with the Vice-President 
and Human Resources must approve any exceptions to this policy. 
G. Transfer 
Definition: 
An incumbent staff member moves from a position requiring a certain level of skill, effort and 
responsibility to another position requiring the same degree of skill, effort, and responsibility which is 
assigned to the same grade level. 
Policy: 
When a transfer occurs, normally the incumbent's salary will not be adjusted. (Point 7- Approved by Board 
of Trustees, September 13, 1996.) The President in consultation with the Vice-President and Human 
Resources must approve any exceptions to this policy. 
H. Market Exceptions 
Definition: 
A market exception is a special SALARY premium established for particular positions when unusual 
market conditions exist causing excessive turnover, salary midpoints well below market average, and/or 
failure of current salary to attract qualified candidates. 
Policy: 
A special market SAL.A.RY premium may be established PAID for these positions. (Point 8- Approved by 
Board of Trustees, September 13, 1996.) 
I. Pay Above Maximum 
Policy: 
Administrative staff salaries are capped at the maximum or above the maximum of a pay range. However, 
staff whose salaries are currently at or above the maximum are exempt for a period of three years. Effective 
3 
• 
• 
• 
July 2000, the salaries of any staff still above maximum will be frozen until such time as those salaries are 
within his/her range. If, at any time during the three years, a staff member's salary should fall within 
range, the exemption ceases to apply to that staff member and the capped maximum will be enforced. 
(Point 10- Approved by Board of Trustees, September 13, 1996.) 
Staff who are at the maximum will be considered for a merit increase not to exceed the percentage 
adjustment of the pay range. 
Staff above the maximum are eligible each year for a one-time, merit-based bonus not to exceed the 
pen:entage of the salary pool designated for merit each year. This will occur only when the Board of 
Trustees authorizes bonuses and will not be added to base salaries . 
/ 
4 
• J. ProerQssion Throuwh th~ P~ Ran~ Definition: 
Progression through a pay range is the method by which an incumbent moves through his/her assigned 
pay range. 
Policy: 
Staff progress through pay ranges based on meritorious performance. Human Resources, in conjunction 
with the Administrative Staff Council Exa::utiveCommittee. will develop by the year 2000 criteria and a 
process for staff to reach the midpoint of a pay range. 
K. Title Revision 
Policy: 
Title changes may be requested to more accurately reflect position responsibilities. A Position Analysis 
Questionnaire is completed and forwarded to Human Resources in accordance with established 
procedures. If the proposed title accurately reflects the responsibilities, the HR/ AS Advisory Team may 
recommend that the title be changed regardless of any change in the grade level. No title change occurs 
without approval from the supervisor, Vice-President and Human Resources. 
L Salary Range Adjustments 
Policy: 
Effective 1997-98, the ranges for each grade level will be adjusted in a three-year recurring cycle. In the first 
two years of the cycle,. the pa:v range of each grade level will move up annually by an amount that is 1% less 
than the average salary increase paid to staff that year. (Number 9- Approved by Board of Trustees, 
September 13, 1996.) 
• Every third year beginning with 1999-2000, the University will re-evaluate the ranges in light of current 
market conditions, as well as other relevant factors, and adjust the ranges in accordance with that re-
evaluation. (Point 9- Approved by Board of Trustees, September 13, 1996.) 
• 
IV. Administrative Compensation Plan Position Evaluation/Re-evaluation Processes 
The position evaluation process is the method by which positions are evaluated against a uniform set of 
criteria and assigned to established grade levels and appropriate pay ranges. Human Resources conducts 
the evaluations for new positions. Human Resources, in consultation with the Administrative Staff 
Advisory Team, conducts the re-evaluation of existing positions. It is anticipated positions will be re-
evaluated no more than once every two years. Position evaluations/re-evaluations are normally completed 
in twelve (12) weeks unless there is an agreement to extend the timelines. 
A Positions are evaluated when one of the following occurs: 
B. 
• 
A new position is created. A supervisor, area head, dean, Vice-President, or President/Designee. in 
consultation with Human Resources, is responsible for submitting a completed Position Analysis 
Questionnaire to Human Resources. 
A position becomes vacant. A supervisor, area head, dean, Vice-President, or President/Designee in 
consultation with Human Resources is responsible for submitting a completed Position Analysis 
Questionnaire to Human Resources. 
Positions are re-evaluated when one of the following occurs: 
A significant change in responsibilities occurs or is proposed in existing positions. Re-evaluations 
are initiated by the incumbent or the supervisor submitting a completed Position Analysis 
Questionnaire to Human Resources. 
Reorganization occurs. Re-evaluations are initiated by an area head, dean, Vice-President, or 
President/Designee prior to the reorganization and in consultation with Human Resources.· 
Reorganization may result in significant changes in position responsibilities. 
5 
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Re-evaluation Process for Administrative Staff Positions: 
1. The initiator (staff member, supet'Visor, a t-ea head, Vice-President, or President/Designee) of the review 
notifies Human Resources, in writing,. that a position needs to be re-evaluated. Human Resources sends 
a Position Analysis Questionnaire and Guidelines for Position Evaluation either through campus mail 
or electronic format. 
2. The initiator (staff member, supervisor, area head, Vice-President, or President/Designee) of the review 
completes the Questionnaire. If the initiator is the employee, the completed Questionnaire is forwarded 
to both the immediate supervisor and the second level supervisor for signature and comment. When an 
initiator is a supervisor, area head, or Vice-President, the supervisor meets with the incumbent to 
discuss position responsibilities and obtain signatures on the Questionnaire. The supervisor comments, 
signs, and forwards the Questionnaire to the second level supervisor. Supervisor and employee retain a 
copy. 
3. Upon receipt of the Questionnaire, the second level supervisor evaluates, comments, signs, and 
fotWards to Human Resources. 
4. Upon receipt of the completed Position Analysis Questionnaire, Human Resources logs in and begins a 
tracking/timeline. Human Resources reviews all documents for completeness, gathers additional 
information, as needed, and distributes the documents to the HR/ AS Advisory Team. 
5. The HR/ AS Advisory T earn analyzes, evaluates, and recommends a grade level based on the 
established criteria. In the event the HR/ AS Advisory Team requests additional information, Human 
Resources gathers the additional information and forwards to the T earn . 
6. Human Resources forwards the results of the re-evaluation to the appropriate Vice-President for 
consideration. If the position reports directly to the President, it will be forwarded to the 
President/Designee for consideration. 
7. The Vice-President or President/Designee reviews all documents and fotWards a written decision about 
the position to Human Resources. 
8. Following the Vice-Presidential or Presidential/Designee decision, Human Resources forwards copies 
of the re-evaluation results and the factor sheet to the employee and the appropriate supervisory 
structure. Additional information can be requested from Human Resources. 
9. Administrative staff and/or initiators who do not agree with the determination meet with Human 
Resources and if appropriate, the immediate supervisor to attempt resolution. If there is no agreement, 
the staff member and/or initiator may follow the Conciliation/ Appeals process. 
V. Conciliation/Appeals Process 
The purpose of the Conciliation/ Appeals Process is to ensure prompt resolution of disagreements regarding 
the results of position re-evaluations and subsequent placement in the Plan. 
There are three steps in the process: 
1. Conciliation Meeting 
2. Appeals Board 
3. Presidential Appeal 
A. Conciliation Meeting-
The Conciliation Meeting,. facilitated by the Assistant Provost for Human Resources/ designee, provides the 
initiator of the conciliation process and the Vice-President with an opportunity to resolve the complaint in 
I 
I 
I 
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a collaborative,. informal fashion. If the position reports directly to the President, the President/Designee 
will participate in the conciliation proceas. Participants in the meeting include: 
_ Employee 
_ ImmediateSupervisor 
Vice-President or President/Designee 
ASC Review Team member from the initial re-evaluation team 
Assistant Provost for Human Resources/designee 
The process is normally completed within four ( 4) weeks unless there is a decision to extend the hmelines . 
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Process: 
1. Within seven (7) calendar days after meeting with the immediate supervisor and Human Resources, 
the initiator informs Human Resources of the intent to enter into conciliation. 
2. Upon receipt of the request for conciliation, Human Resources begins a tracking/timeline. 
3. Within fourteen (14) calendar days of the request for conciliation, Human Resources schedules the 
meeting. 
4. Within fourteen (14) calendar days after the meeting is scheduled, the meeting will take place to 
attempt resolution. 
5. Human Resources is responsible for reporting, in writing, the outcome of the meeting to all involved 
within fourteen (14) calendar days. 
6. If the meeting results in a change of grade level for the position in question, Human Resources 
negotiates the effective date of the change with the Vice-President. No action is necessary if the meeting 
results in no change in the position. 
7. If the initiator is not satisfied with the decision, she or he can request an Appeals Board. 
B. Appeals Board 
The Appeals Board provides the initiator of the appeals process an opportunity to achieve resolution 
through the involvement of administrative staff in reviewing the appeal and making recommendations to 
the Administrative Compensation Working Group. The Appeals Board consists of five (5) members of the 
Administrative Staff Advisory Team who have not been involved in the re-evaluation or conciliation 
process. The process is normally completed within twelve (12) weeks unless there is a decision to extend the 
timeline. 
Process: 
1. Within seven (7) calendar days of conciliation, the initiator informs Human Resources and the Vice-
President1 in writing, of the intent to appeal. If the position reports directly to the President/ the initiator 
informs Human Resources and the President/Designee, in writing, of intent to appeal. 
2. Within seven (7) calendar days of notification of the intent to appeal, Human Resources forwards the 
appeals packet to the initiator. 
3. Within fourteen (14) calendar days of receiving the appeals packet, the initiator completes the required 
documentation for the appeals and forwards to Human Resources. 
4. Upon receipt of the completed documentation, Human Resources forwards a copy of the initiator's 
completed appeals packet and any other documentation to the Vice-President or President/Designee. 
Within fourteen (14) calendar days of receiving the information from Human Resources, the Vice-
President or President/Designee responds in writing to Human Resources. Human Resources forwards a 
copy of the response to the intiator. 
5. During steps three and four, Human Resources selects five (5) Administrative Staff Advisory Team 
members for the Appeals Board. Advisory Team members who participated in the re-evaluation or 
conciliation process are not eligible to serve on the Appeals Board . 
6. Upon receipt of the completed documentation, Human Resources begins a tracking/timeline. 
7. Within seven (7) calendar days of receiving the completed documentation from the initiator and the Vice-
President or President/Designee, Human Resources forwards the documentation to the Appeals Board. 
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8. Within fourteen (14) calendar days of receipt of the completed documentation, the Appeals Board meets 
and reviews the issue. 
9. Within seven (7) calendar days of the review, the Appeals Board submits it's recommendation in writing to 
Human Resources, initiator, Vic&-President or President/Designee and Administrative Compensation 
Working Group . 
' 
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10. Within thirty (30) calendar days of receiving the recommendation of the Appeals Board, the 
Administrative Compensation Working Group, without the Vice-President or President/Designee where 
the appeal occurs, reviews the recommendation of the Appeals Board and makes a decision. 
11. Within seven (7) calendar days of making a decision, the Administrative Compensation Working Group 
will submit the decision in writing to the initiator, supervisor, Vice-President or President/Designee, and 
/ Human Resources. 
12. If the decision results in a change of grade level, Human Resources negotiates the effective date of the 
change with the Vice-President or President/Designee. 
13. If the initiator or Vice-President or President/Designee is not satisfied with the decision, she/he can appeal 
to the President. 
C. Presidential Appeal 
1. Within seven (7) calendar days of receiving the decision of the Administrative Compensation Working 
Group, the appeals in writing to the President or his/her designee of the University. If the position reports 
directly to the President, the President appoints a designee for this process. 
2. Within thirty (30) calendar days after receiving the appeal, the President or designee responds in writing to 
the initiator, supervisor, Vice-President, Administrative Compensation Working Group, and Human 
Resources 
3. The decision of the President or designee is final. 
Approved by Administrative Staff Council May 7, 1998 
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Conciliation Proc~ss for Non=Comp~nsation Complaints 
(Replaces pages 30-34 in current handbook) 
Purpose 
The purpose of the Conciliation Process is to ensure the prompt resolution of complaints by 
administrative staff members regarding the terms and conditions of employment, or other job-related 
concerns that have not been resolved with the immediate supervisor. A staff member may pursue this 
process for any or all of the following: 
Failure to follow policies and provisions enunciated in the Administrative Staff Handbook 
Inadequate or inequitable consideration of professional competence 
Termination of appointment for cause 
Non-renewal of contract for an administrative staff member of three or more years must be reviewed 
by the appropriate Vice-President. The docision not to continue the contract of an administrative staff 
member is not grievable and, therefore, not subjoct to this procedure. 
Any complaint related to the Administrative Staff Compensation Plan will be handled through the 
procedures established for compensation issues. 
Scope 
These procedures apply to all covered administrative staff positions and supersede all previous written 
or unwritten practices. The ongoing responsibility for the administration of these procedures is 
assigned to the Assistant Provost for Human Resources. Prior to entering into conciliation, the staff 
member with the complaint meets with Human Resources in an attempt to resolve the complaint. 
Human Resources investigates the complaint. If there is no resolution, the staff member may request 
conciliation. 
There are two steps in the process: 
1. Conciliation Meeting 
2. Presidential Appeal 
I. Conciliation Meeting 
The Conciliation Meeting, facilitated by the Assistant Provost for Human Resources/ designee, provides 
the staff member and the Vice-President or President/Designee with an opportunity to resolve the 
complaint in a collaborative, informal fashion. Participants in the meeting include: 
Employee 
Immediate Supervisor 
Vice-President or President/Designee 
Assistant Provost for Human Resources/ designee 
The process is normally completed within four ( 4) weeks unless there is a docision to extend the 
timelines. 
Process: 
1. The staff member will inform Human Resources and the immediate supervisor in writing that 
she/he reQJH:c;l~; ! o ~:nl (!r info com:ili;il ion . 
/ISO 
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Pat Green, 08:36AM 6/3/98 
Ildt..:li W.:!d, J Jun }!?198 08::}6:15 -0400 
Reply-To: asc-reps@listproc.bgsu.edu 
Sender: owner-asc-reps@listproc.bgsu.edu 
From: Pat Green <pgreen@bgnet.bgsu.edu> 
To: ASC-REPS <asc-reps@listproc.bgsu.edu> 
Subject: Drafts 
X-Sender: pgreen@mailbox.bgsu;edu 
Drafts 
Attached are the drafts of the timelines from Human Resources that will be 
used to track the various parts of the compensation plan after the BOT 
approves the plan in June. (You will get three documents in different 
e-mails since they are too large to send together.) I will have copies of 
these at the meeting tomorrow. so if you can not dommload them you can get 
copies tomorrow. 
These are for information only at this point and are providedby Human 
Resources at the request of ASC at the Hay meeting. If you have any 
questions about them, please direct them to Donna Wittwer or myself. 
Thanks 
Attachment Converted: " c:\eudora\attach\HR SOP for Appeals.doc 
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APPEALS PROCESS TIME LINE 
Position: Outcome: 
Date: #of days In process (to be completed by HR): 
ACTIVITY # of Business Date #of Days Variance 
Days +or-days 
1. Initiator informs HR and area Vice President in writing of the intent to Within 5 days of 
appeal conciliation 
2. HR receives from Initiator the intent to appeal in writing Logs In the date 
! 
which begins the 
process 
3. HR forwards the Appeals packet to the Initiator of the appeal 3 from date of 
written Intent 
4. Initiator completes and forwards to HR the required documentation Within 10 from 
receiving packet 
5. HR selects 5 Administrative Staff Advisory Tram members for the Within 1 0 from 
Appeals Board. receiving packet 
6. HR forwards the initiators completed documentation to the Appeals Within 5 days of 
Board receipt 
7. Appeals Board meets to review Within 10 days 
of receipt of 
information 
from HR 
8. Appeals Board submits recommendation In writing to initiator, HR. Within 5 days of 
area VP and Administrative Working Group meeting to 
review 
9. 
---------~--- ···---~-- --------~----- •--· -~----~----------
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RE-EVALUATION PROCESS TIME LINE 
Position: Outcome: 
Date: # of days in process (to be completed by HR): 
ACTIVITY # of Business Date #of Days Variance I Davs +or· days I 
1. HR sends Position Analysis Questionnaire and guidelines 2 
I 
2. HR receives completed Position Analysis Questionnaire Logs In the date 
which begins the 
process 
3. HR copies and distributes documents to HR/ASC Advisory Team 10 
4. HR/ASC Team analyzes, evaluates and recommends grade level 10 
5. HR forwards results to appropriate VP 5 
. 
6. VP forwards written decision regarding position to HR 10 
7. HR copies re-evaluation results and factor sheet to employee and 10 
appropriate supervisory structure. 
8. In the event of disagreement with the determination a meet with HR 10 
and supervisor to discuss. 
-------------------~--
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CONCILIATION PROCESS TIME LINE 
Posiltiion: Outcome: 
Date..: #of days in process (to be completed by HR): 
ACTIVITY #of Business Date #of Days 
Da~ 
1. ln~mlator of process informs HR of Intent to enter into conciliation of 3 of meeting 
with HR and 
supervisor 
2. HIR receives request of conciliation Logs in the date 
which begins the 
process 
3. HIR schedules the meeting with employee, Immediate supervisor, area 10 
VP, .. ASC Review team member from initial re-evaluation team and with 
Assistant Vice Provost for HR or desianee 
r--:--:-:-:: 4. HIR documents the outcome of meeting and sends to all participants 10 
~-- -~-------~---
06J0319812:40 PMdjw 
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Variance 
+or· days 
0 
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1. 
2. 
3. 
4. 
5. 
6. 
7 . 
ADMINISTRATIVE STAFF COUNCIL AGENDA 
Thursday, June 4, 1998 
1:30 p.m. 
Alumni Room, University Union 
This is a combined meeting of ASC members whose term expires and recently 
elected representatives. 
Call to Order 
Introduction of Substitutes 
Approval ofMinutes 
Chair's Report 
Chair Elect's Report 
Secretary's Report 
Committee Reports 
Amendments - Beverly Steams 
External Affairs - Bonita Sanders-Bembry 
Awards & Special Recognitions- Jane Schimpf 
Internal Affairs- Jan Peterson & Betty Ward 
Personnel Welfare - Pat Green & Inge Klopping 
Professional Development - Dawn Mays 
Salary - Gene Palmer 
Scholarship- Carmen Castro-Rivera 
Ad Hoc Committee Reports 
8. Old Business 
Omsbud Resolution 
Discussion of Administrative Staff Teaching Report 
9. New Business 
Passing of the Gavel 
10. Good of the Order 
12. Adjourn 
/OS 
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Purpose 
Conciliation Process for Non-Compensation Complaints 
(Replaces pages 30-34 in current handbook) 
The purpose of the Conciliation Process is to ensure the prompt resolution of complaints by 
administrative staff members regarding the terms and conditions of employment, or other job-related 
concerns that have not been r~solved with the immediate supervisor. A staff member may pursue this 
process for any or all of the following: 
• Failure to follow policies and provisions enunciated in the Administrative Staff Handbook 
• Inadequate or inequitable consideration of professional competence 
• Termination of appointment for cause 
Non-renewal of contract for an administrative staff member of three or more years must be reviewed by 
the appropriate Vice-President. The decision not to continue the contract of an administrative staff 
member is not grievable and, therefore, not subject to this procedure. 
Any complaint related to the Administrative Staff Compensation Plan will be handled through the 
procedures established for compensation issues. 
Scope 
These procedures apply to all covered administrative staff positions and supersede all previous written 
or unwritten practices. The ongoing responsibility for the administration of these procedures is assigned 
to the Assistant Provost for Human Resources. Prior to entering into conciliation, the staff member with 
the complaint meets with Human Resources in an attempt to resolve the complaint. Human Resources 
investigates the complaint. If there is no resolution, the staff member may request conciliation. 
There are two steps in the process: 
1. Conciliation Meeting 
2. Presidential Appeal 
I. Conciliation Meeting 
The Conciliation Meeting, facilitated by the Assistant Provost for Human Resources/designee, provides 
the staff member and the Vice-President or President/Designee with an opportunity to resolve the 
complaint in a collaborative, informal fashion. Participants in the meeting include: 
• Employee 
• Immediate Supervisor 
• Vice-President or President/Designee 
• Assistant Provost for Human Resources/ designee 
The process is normally completed within four (4) weeks unless there is a decision to extend the 
timelines. 
Process: 
1. The staff member will inform Human Resources and the immediate supervisor in writing that 
she/he requests to enter into conciliation. 
2. Upon receipt of the request to enter conciliation, Human Resources begins a tracking/timeline. 
3. Within fourteen (14) calendar days of receiving the request to enter conciliation, Human Resources 
forwards the documentation to all involved and schedules the meeting . 
1oo 
• 
• 
• 
4. Within fourteen (14) calendar days after the meeting is scheduled, the meeting will take place to 
attempt resolution. 
5. Human Resources is responsible for reporting, in writing, tiie outcome of the meeting to all involved 
within fourteen (14) calendar days. 
6. If no resolution is reached, and the staff member is not satisfied with the decision, she/ he can 
appeal directly to the President. 
II. Presidential Appeal 
1. Within seven (7) calendar days of receiving the decision, the staff member appeals, in writing, to 
the President of the University. If the staff member filing the complaint reports directly to the 
President, the President appoints a designee for this process. 
2. Within thirty (30) calendar days after receiving the appeal, the President or designee responds, in 
writing, to the staff member, supervisor, Vice-President, and Human Resources. 
3. The decision of the President or designee is final. 
Approved by Administrative Staff Council on May 7, 1998 
2 
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Administrative Staff Council 
Bowling Green State University 
University Ombuds Office Resolution (as amended) 
WHEREAS, there have been growing concerns with respect to conflict situations on 
campus, including but not limited to racial, sexual, and sexual orientation harassment as 
well as verbal and physical assaults; and 
WHEREAS, Administrative Staff Council is committed to working proactively for the 
welfare of all members of the University community; and 
WHEREAS, currently the University offers no formal, centralized training program in 
conflict resolution and no central office exists to help those who experience conflict 
situations, and 
WHEREAS, an Ombuds office is one means of effectively dealing with conflict situations; 
and 
WHEREAS, additional training to assist all members of the University to recognize the 
importance of respecting one another's personal well-being is another means to effectively 
deal with conflict situations; 
THEREFORE, BE IT RESOLVED, that the Administrative Staff Council recommends 
that BGSU establish an independent Ombuds office to handle student, staff and faculty 
concerns along with establishing additional training programs . 
• 
• 
Bowling Green State University 
Memorandum 
To: 
From: 
Re: 
Dr. Charles R. Middleton, Provost 
and Vice President for Academic Affairs 
8[/V 
Dr. Duane E. Whitmire, Chair 
Administrative Staff Council 
University Ombuds Office Resolution 
Administrative Staff Council 
Bowling Green, Ohio 43403 
June 5, 1998 
Below please find the University Ombuds Office Resolution as passed in its 
amended form by the Administrative Staff Council at the June 4, 1998 meeting. 
Administrative Staff Council 
Bowling Green State University 
University Ombuds Office Resolution (as amended) 
WHEREAS, there have been growing concerns with respect to conflict situations on 
campus, including but not limited to racial, sexual, and sexual orientation 
harassment as well as verbal and physical assaults; and 
WHEREAS, Administrative Staff Council is committed to working proactively for 
the welfare of all members of the University community; and 
WHEREAS, currently the University offers no formal, centralized training program 
in conflict resolution and no central office exists to help those who experience 
conflict situations; and 
WHEREAS, an Ombuds office is one means of effectively dealing with conflict 
situations; and 
WHEREAS, additional training to assist all members of the University to recognize 
the importance of respecting one another's personal well-being is another means to 
effectively deal with conflict situations; 
THEREFORE, BE IT RESOLVED, that the Administrative Staff Council 
recommends that BGSU establish an independent Ombuds office to handle student, 
staff, and faculty concerns along with establishing additional training programs. 
If you have any questions about this resolution, please feel free to contact any 
member of the ASC Leadership Team. 
pc: Deborah Boyce, Chair Elect of Administrative Staff Council 
Judy Donald, Secretary of Administrative Staff Council 
Sandra MacN evin, Executive Assistant to the President 
Deborah Magrum, Secretary to the Board of Trustees 
Sidney Ribeau, President 
• 
• 
• 
Administrative Staff Council 
Bowling Green State University 
University Ombuds Office Resolution (as amended) 
WHEREAS, there have been growing concerns with respect to conflict situations on 
campus, including but not limited to racial, sexual, and sexual orientation harassment as 
well as verbal and physical assaults; and 
WHEREAS, Administrative Staff Council is committed to working proactively for the 
welfare of all members of the University community; and 
WHEREAS, currently the University offers no formal, centralized training program in 
conflict resolution and no central office exists to help those who experience conflict 
situations, and 
WHEREAS, an Ombuds office is one means of effectively dealing with conflict situations; 
and 
WHEREAS, additional training to assist all members of the University to recognize the 
importance of respecting one another's personal well-being is another means to effectively 
deal with conflict situations; 
THEREFORE, BE IT RESOLVED, that the Administrative Staff Council recommends 
that BGSU establish an independent Ombuds office to handle student, staff and faculty 
concerns along with establishing additional training programs . 
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#of days in process (to be completed by HR): 
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CONCILIATION PROCESS TIME LINE 
Position: Outcome: 
Date: # of days in process (to be completed by HR): 
ACTIVITY #of Date # of Variance 
Business Days + or - days 
Days 
1. 1mt1ator ot process mtorms HH or Intent to enter mto concmat1on or ;;s or meenng 
with HR and 
supervisor 
2. HH rece1ves request ot conc111at1on Logs 1n tne aate 
which begins 
the process 
3. HH scneau1es tne meetln~ wltn employee, 1mmea1ate supervisor, area lU 
VP, ASC Review team mem er from initial re-evaluation team and with 
Assistant Vice Provost for HR or designee 
4. HH aocuments tne outcome ot meetmg ana senas to an partiCipants 1U 
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RE-EVALUATION PROCESS TIME LINE 
Position: Outcome: 
Date: #of days in process (to be completed by HR): 
ACTIVITY #of Date # of Variance 
Business Days + or- days 
Da s 
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• Coofe:ence Registration 
Registration for tbe conference ia $5S each which 
includes kxising for Thursday evening (baaed an 
double occupancy), dlnnec Thursday eveoing. and 
breakfast and luocb Friday. 
Single rooms are available for an additiooal $25. 
Sinsle day reg:iatratioo Is available for S3S and does 
not include dinner or lodging. 
Resistration matetiaJs are due June 1, 1998. 
For registration materials contact Jack Miner at 
miner .lO@osu.edu or (614)292-6076. 
R.es~stration Coofirmation 
Each participant will receive a cont\rmatim of their 
resisttation including di.rectioos, campus maps, 
confirmed agenda aa well a.s your individual 
bt:ealrout s.esaioo agenda. 
·A note on Special N=ds 
Please make any special needs made known at time 
of registratioo. The Ohio Slate Uolvenity will make 
evecy attempt to meet reasonable requucs in 1he area 
of diet. ac:cesaibility, and materialJ preseocatioo. 
Otber Ncc.es 
The Ohio State University is located in a large urban 
setting. Parking is often difficult to )ocate so 
carpooling with others from )'OW' home school is 
sttoogly encouraged. While in Columbus, we will be 
providing transportation to and from any oft' campus 
coofereoce activities and providing information oo 
other transportation poasibiliti.ea while in tile 
Columbus area. 
• • 
Annual Conference of the 
State Employees Council of Ohio 
June 18 & 19, 1998 
hosted by: 
The Ohio State University 
University Staff Advisory Connnittee 
Columbus, Ohio 
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• Wbat ls SECO? 
SECO. the State Employees Council of Ohio is an 
organization made up of representatives from the 
staff councils of the various state funded colleges and 
universities acrosg Ohio. Representatives from each 
school meet quarterly to share ideas and initiatives as 
well as to cooperate on various· isaues that affect aU 
higher educattonstaf'fin the state of Ohio. 
Each summer the organization holds an annual 
conference at one of the member schools in order to 
bring staff from across the state together. The annual 
concerence is a cb.an.ce for individuals to work 
together, share ideaa, · and for professional 
dcvel()pmenl. 
Weh:ome lo 16Developtng a new Ul" 
.. Developing a new U!". this year's aruwal SECO 
conference, hosted by the Ob.io State University Staff 
Advisory committee wetcome&1righer education 81aff 
from across Ohio for two days of personal and 
professional development "Developing a new U!'' ia 
an opportunity for confetence participants to learn 
bow to work more effectively as a staff counc!~ 
develap new job &kills, and to develop personal 
akills. 
Becau.se of the central location of the conference and 
the minimal fee, OSU has opened the conference to 
all members of coUegeluniversity staff councils but 
all staff. We have also designed the <:onference 
breakout ses&ions and g'J.e&t speakers in a way that 
individuals will hAve information available in three 
core azeas within the theme of "Developing a new 
U!": peraonal development, professional 
development, rm.d staff council development. 
• CGnference Agenda 
]Uitl 18, 1998 
10:00 am. 1:00pm 
12:00 n - 1:00pm 
1:00pm· 1:30pm 
1:30pm· 2:15pm 
2:30pm- 3:30pm 
5:00 pm - 6:00 pm 
6:00pm- 7:30pm 
8:30pm 
Registration 
Lunch (oo your own) 
Conference Welcome 
Campus Tour 
Breakout Se.uion One 
ReceptioDIEntertainmcnt 
Dinner 
Eveniog Entertainment• 
J~me 19, 1998 
8:00am • 9:15am 
s~oo am • 9:15am 
9:30am - 10:00 am 
10:00 am • 10:45 am 
11 :00 am - 12:00 n 
12:15 pm - 1:30pm 
1:45pm . 3:15pm 
3:30pm. - 4:30pm 
4:30pm 
SECO Reps Meeting 
Continental Breakfast 
University Welcome 
Keynote Address 
Breakout Session Two 
Lunch in Obio Stadium 
.. What's Happening at 
Your Institution" 
Breakout Session Three 
Check-out 
• Tranrporta t!an pro vid c a to 11 i 'torie ''Brew:ry Distr1 ct." A oou h 
will leave campw at 8:30 a.nd will nm periodically between 
campus md "lmweiY Districl" to rewm gucs~~ nfely. 
BI'Mk4Jw SmitntJ 
~sionOne ~ 
r Developing Your Staff!: Team \b 
2. Altcmative Heal!h Care . 
3. Putting Your Notions in otion Q) 
Breakout Seaion Two ~ 
l. Strmgic Planning and Yo\D' StaffCouneil \ 
2. Pmonal Wellncsa and Stress Management ' 
3. Using Teclmology in your daily work life '? 
Breakout Session Three (;.'"'\ 
1. Running an Effective Meeting W 
2. Plmnmg fot Your Finan.cial Future ~ 
3. 21Rt Century Leadership Skills ' \5) 
• Dinner Keynote Speaker 
Roderick 0. W. Chu became Chancellor of the Ohio 
Board of Regents on January 1. 1998. His primary 
responsibility is to challenge and guide Ohio higher 
education towards new levels of performance and 
achievement 1n serving students, Ohioans and the 
nation. A oative of New York City, Chancellor Cbu 
holds a Bachelorts degree-in mathematics and physics 
from the University of Michigan and a Master of 
Business Administration from ComeU University. 
Prior to being named Obio's Chancellor. he served 
for eight years u a Trustee of the State University of 
New York. 
Por more info vi.rit: www. hor.ohto.gov 
Conference Keynote Speaker 
Tami Longabetger, President of The Longaberger 
Company, is truly a friend of higher education. She 
currently serves on the Board of TIUStec:s for The 
Ohio Sta~ University and most recently served as a 
member of the Presidential Search Comm.ittee. 1'hl: 
Lonsaberger Company is now one of the largest 
companies to call Ohio its home and is abo a 
"Fortune SW Company. While The Longaberger 
Company i& hawed in Dresdeo, it has more than 
42,000 sales as!l<lc.ia~s in all 50 sta~s. Longaberger 
is currently the largest manufacturer of handmade 
basket& in the US. 
For more info 'llisiJ: www.longaberger.com 
University Weh:ome 
Laity Lewellen is currently the Acting Vice President 
for Human Resources at the Ohio State University. 
Larry has been with the university for 10 years and 
waa previously the Director of Compensation and 
Benefits for the Office of Human R.c:sources. In bis 
role as Acting Vice President, Larry works cloeely 
with the University Staff Advisory Committee at 
osu. 
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Ap1W. 2 9, 1998 
Meennc; OF rbe "'Lec;zons* 
(The Plteszaenr s Crwss-Dzvzszonal LeaaeRSbzp Team) 
Bowbnc; GR.een STaTe UnzveRSlT)' 
Bowlznc; Guen, Obzo 
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PR.eszaenr's PR.esenranon on LeaaeR.Sbzp ar BGSU 
Innoaucnon 
The following question was posed at the March 1998 meeting ofthe "Legions" (President's 
Cross-Divisional Leadership Team) during a discussion ofleadership at BGSU: 
"Do we have a professed leadership style at Bowling Green State 
University?" 
In response to this question, University President Sidney A. Ribeau offered a brief 
presentation on his leadership expectations to the "Legions" group during the April 29, 
1998, meeting. 
While recognizing that leadership will vary according to each person's distinct leadership 
style, nonetheless University President Sidney A. Ribeau identified six key elements of 
leadership which should define the practice of leadership at BGSU. The following is an 
outline of these six key leadership elements: 
1. LeaaeR.S musT enaoR.Se rbe UnzveR.Szty' s mzsszon, VlSlDn ana COKe 
,values 
Bowling Green State University aspires to be the premier learning 
community in Ohio and one of the best in the nation. 
• each leader must understand the mission, vision and core values of the 
University 
• each leader must know what the mission, vision and core values mean to him or 
her 
• each leader must "own the vision" 
• each leader must operationalize the vision in his or her area 
• each leader is responsible for the implementation of the University's mission, 
vision and core values in his or her area 
"Own the vision. Breathe life into it for your area." 
• 
• 2. 
• 
• each leader must recognize that our vision for the University is supported by 
identifiable values 
The five core values established by the University community are respect 
for one another, cooperation, intellectual and spiritual growth, creative 
imaginings, and pride in a job well done. 
• each leader must "live the vision" and "live the core values" of the institution 
• our institutional values should be personified through our leaders' actions 
2 
"It is each leader's responsibility to model our vision and values, 
these are not just words." 
• our core values are intended to serve as guidelines during the institutional 
processes of renewal and transformation as well as in our day-to-day affairs 
• the core values of respect for the legitimate interests of others and cooperation in 
attaining common goals are critical to the change process at Bowling Green 
State University 
Lea~eltS musT monvaTe orbeltS TO zmpl.emenT The vzszon an~ coRe 
values 
• each leader should assist his or her employees in understanding how the unit's 
goals fit into the overall mission and vision of the University 
• each leader must motivate implementation of the University's mission, vision 
and core values 
• each leader is a "cheerleader" who values and encourages the people who work 
with him or her 
"A leader should find out what motivates his or her employees 
and, when in doubt, ask them." 
• each leader is charged with moving his or her people toward the achievement of 
the University's goals 
• each leader is responsible for his or her own performance and for that of others 
in his/her area 
• each leader must recognize and reward performance 
119 
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Leade'RS musT analyze and soLve pR.obLems 
• each leader must take the initiative in solving problems, but first he or she must 
"own the problem" ' 
• each leader must model leadership, never go to your own supervisor without a 
proposed solution 
• each leader must correct situations that need correcting 
"A leader should take the approach: 'if it is your problem, it is 
my problem' and work toward finding the best course of action." 
• each leader must be creative, think "out-of-the-box" if necessary; for example, it 
is not enough to say "I don't have the resources" 
• each leader must develop a plan and identify the steps to make it happen 
• each leader must persevere, don't give up, energize others to find solutions 
Leade'RS musT enCjaCje zn paR.nczparoR.y manaCjemenr 
• each leader must involve all employees in decision-making through a 
participatory process 
• each leader must make a commitment to learn the participatory process and to 
teach others 
"A leader is responsible for creating an environment that 
encourages participation." 
• each leader must engage all employees in change management at BGSU 
• each leader must explain the "big picture" to his or her employees; that is, the 
overall mission and vision of the University and why we are heading in this 
particular direction 
"A good leader brings people into the process." 
• each leader must not only seek ideas, but use them 
• each leader is responsible to explain what happens and why to his or her 
employees 
I~ 
• 5. 
• 
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LeaaeRS musT co1utecr pexfoxmance pxobl.ems 
• each leader is responsible for his or her performance and for the performance of 
employees in his/her area 
• each leader should strive to correct performance problems in a developmental 
manner whenever possible, rather than in a punitive way 
• each leader must do more than just give directives, he or she must interact 
frequently with employees and encourage and mentor them 
"Don't talk at your employees; talk with them." 
• each leader should remain focused on the issues without getting personal 
• each leader must seek feedback and be open to criticism directed toward him/her 
LeaaeRS musT cxeaTe Teamwoik 
• each leader is responsible for creating teamwork in his or her area 
• each leader needs to make a commitment to work with others to develop 
strategies to increase teamwork among our employees 
"We still have much to do in the area of creating teamwork at 
BGSU; we have made progress, but not enough." 
• each leader should be willing to facilitate discussion, brainstorming and be 
comfortable with disagreement 
• each leader must initiate teamwork in his/her area and respect it once it has been 
established 
/c:}../ 
• 
• 
• 
5 
C011cluozng Remaxks/Nexr Sreps: 
In his closing remarks, President Ribeau acknowledged that a participatory leadership style 
will require that leaders learn to feel comfortable with constructive disagreement and that 
we continue to engage in training in this area. Specific skills are required of participatory 
leaders and they can be learned through professional development and training, although 
leaders must make a commitment to engage in the six key leadership elements that make up 
the professed leadership style at BGSU. 
"I am calling upon all of you to become creative, vzszonary leaders 
who are willing to make the commitment to attend to this opportunity 
to learn and develop, and to encourage this development in your 
employees. " 
Professional development, the President exhorted, is part of our jobs and part of the jobs of 
all those who work with us. It is not acceptable to say that we don't have time. We are 
members of a learning community, and lifelong learning is required of all of us if we are to 
take our positions to the next level and achieve the goals that we have set for ourselves and 
our institution . 
Note: These notes were compiled from several sources and present an outline of the 
President's address to the "Legions" group on the subject of his leadership expectations for 
managers and supervisors at BGSU. 
April 29, 1998 . 
• 
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Administrative Staff Compensation Plan 
INTRODUCTION AND RATIONALE 
In order for Bowling Green State University (BGSU) to attract and retain qualified administrative staff 
employees, it is BGSU's policy to maintain fair and competitive grade levels and pay ranges without regard to 
race, sex, color, national origin, religion, ancestry, age, marital status, disability, or status as special disabled 
or Vietnam-Era veteran. 
The purpose of the Administrative Staff Compensation Plan is to establish a system that reflects 
• Relationships between positions and their worth 
• The principles of equitable compensation 
• Competition with the external employment market 
SCOPE 
These policies and procedures apply to all covered administrative staff positions and supersede all previous 
written or unwritten practices. The ongoing responsibility for the administration of the Administrative Staff 
Compensation Plan (Plan) is assigned to the Assistant Provost for Human Resources. 
I. Objectives 
It is the intent of the Administrative Staff Compensation Plan to 
• Administer the Plan in accordance with the general policies of the University 
• Provide a compensation plan that is internally equitable and externally competitive with the 
market 
• Ensure equitable compensation for positions requiring similar educational levels, experience levels, 
skills, effort, working conditions, and levels of responsibilities 
• Ensure that the administration of the position evaluations and grade level assignments is consistent 
and uniform throughout the University 
• Provide for a review process that will address inequities 
• Allow for the maintenance of competitive grade levels 
• Provide policies and procedures which ensure that the Plan will be equitably and efficiently 
administered 
IT. Definition of Terms 
The following terms are used in the Administrative Staff Compensation Plan: 
A. Administrative Compensation Working Group 
The Administrative Compensation Working Group is comprised of all the Vice-Presidents and the 
President's designee. General Counsel will serve in a non-voting status. This group routinely reviews issues 
regarding the Plan and decides the outcome of the appeals process. 
B. Administrative Staff Advisory Team Members 
The Administrative Staff (AS) Advisory Team is comprised of 15 administrative staff members selected by 
the Administrative Staff Council (ASC) Executive Committee. Team members will serve three-year terms. 
The Team collaborates with Human Resources in the re-evaluation of Position Analysis Questionnaires . 
The Team is trained by Human Resources, past administrative staff members of the Appeals Committee, 
and past members of the Administrative Staff Advisory Team to analyze, evaluate, and recommend a 
/S-3 
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grade level (numeric ranking) for a position within the Plan. Each time an administrative staff position is 
re-evaluated, Human Resources selects two members from the Team to participate in the process. These 
members represent two vice-preside~tial areas different from the_ vice-presidential area of the position 
being re-evaluated. Members of the Team also participate in the Conciliation/ Appeals process. Team 
members who participate in the re-evaluation of a position are not eligible to serve on any Appeals Board 
for that position. 
C. Grade Level 
The grade level is the numeric ranking of administrative staff positions from 5 to 23. 
D. Human Resources/Administrative Staff Advisory Team (HRIAS ADVISORY TEAM) 
Two members of the Human Resources staff and the two members selected from the Administrative Staff 
Advisory Team comprise the HR/ AS Advisory Team. This combined team is responsible for analyzing, 
evaluating, and recommending a grade level whenever an administrative staff position is re-evaluated. 
E. PayRange 
The pay range is the compensation for a particular grade level. Each pay range has a designated minimum, 
midpoint and maximum. In 1997/98, for example, in grade level14 the minimum is $30,940, the midpoint is 
$39,449, and the maximum is $47,957. 
F. Position Analysis Questionnaire 
The Position Analysis Questionnaire is the instrument used to describe the position responsibilities. This 
questionnaire is used by the HR/ AS Advisory Team and/ or Human Resources to determine the grade level 
of an administrative staff position based upon the level of knowledge and experience, creativity and 
complexity, impact on the institutional mission, internal and external contacts, and leadership. The 
Position Analysis Questionnaire must be completed in order for any administrative staff position to be 
created and/ or changed. 
III. Policies 
The following policies have been established for the maintenance and management of the Administrative 
Staff Compensation Plan. 
A. New Administrative Staff Hire 
New administrative staff generally are hired between the minimum and midpoint of a grade level. A 
salary assigned above the midpoint requires prior approval by the Vice-President, after consultation with 
the Offices of Human Resources and Affirmative Action. (Number 2 - Approved by Board of Trustees, 
September 13, 1996.) 
B. Upgrade 
Definition: 
A position is re-evaluated and assigned to a higher grade level as a result of significant expansion in the 
position's existing duties and responsibilities. 
Policy: 
The incumbent is guaranteed at least a 5% increase in salary or the minimum salary for the new level, 
whichever is greater. (Number 3- Approved by Board of Trustees, September 13, 1996.) 
C. Promotion 
Definition: 
An incumbent moves from a position requiring a certain level of skill, effort, and responsibility to a position 
in a higher grade level requiring a significantly greater degree of skill, effort, and responsibility. 
Policy: 
When an employee is promoted, she/he is guaranteed at least a 5% increase in salary or the minimum 
salary for the new level, whichever is greater. (Point 4 - Approved by Board of Trustees, September 13, 
1996.) 
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D. Interim/Acting Positions 
Definition: 
A staff member is assigned to a position ift a hlgl\er gffide le·;el on an interim/ temporary I acting basis . 
Policy: 
If the assignment is longer than 30 calendar days AND IS IN A I-llGHER GRADE LEVEL, the staff member 
receives a premium for the time served equal to at least a 5% increase in salary or the minimum for the 
interim grade level, whichever is greater. (Point 5- Approved by Board of Trustees, September 13, 1996.) 
E. Demotion 
Definition: 
An incumbent staff member moves from a position requiring a certain level of skill, effort, and responsibility 
to another position in a lower grade level requiring a lesser qegree of skill, effort, and responsibility. 
Policy: 
When a demotion occurs, the incumbent's salary is reduced to a level in the lower pay range equivalent to 
his/her level in the original pay range. (Point 6- Approved by Board of Trustees, September 13, 1996) The 
President in consultation with the Vice-President and Human Resources must approve any exceptions to this 
policy. 
F. Downgrade 
Definition: 
A position is reassigned to a lower grade level as a result of significant reduction in the position's existing 
duties and responsibilities. 
Policy: 
When a position downgrade occurs, the incumbent's salary is reduced to the level in the lower pay range 
equivalent to his/her level in the original pay range. The President in consultation with the Vice-
President and Human Resources must approve any exceptions to this policy . 
• G. Transfer 
Definition: 
• 
An incumbent staff member moves from a position requiring a certain level of skill, effort and responsibility 
to another position requiring the same degree of skill, effort, and responsibility which is assigned to the 
same grade level. 
Policy: 
When a transfer occurs, normally the incumbent's salary will not be adjusted. (Point 7- Approved by Board 
of Trustees, September 13, 1996.) The President in consultation with the Vice-President and Human 
Resources must approve any exceptions to this policy. 
H. Market Exceptions 
Definition: 
A market exception is a special SALARY premium established for particular positions when unusual 
market conditions exist causing excessive turnover, salary midpoints well below market average, and/or 
failure of current salary to attract qualified candidates. 
Policy: 
A special market SALARY premium may be estaelis'heti PAID for these positions. (Point 8 - Approved by 
Board of Trustees, September 13, 1996.) 
I. Pay Above Maximum 
Policy: 
Administrative staff salaries are capped at the maximum or above the maximum of a pay range. However, 
staff whose salaries are currently at or above the maximum are exempt for a period of three years . 
Effective July 2000, the salaries of any staff still above maximum will be frozen until such time as those 
salaries are within his/her range. If, at any time during the three years, a staff member's salary should 
3 
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fall within range, the exemption ceases to apply to that staff member and the capped maximum will be 
enforced. (Point 10- Approved by Board of Trustees, September 13, 1996.) 
Staff who are at the maximum will be considered for a merit Increase not to exceed the percentage 
adjustment of the pay range. 
Staff above the maximum are eligible each year for a one-time, merit-based bonus not to exceed the 
percentage of the salary pool designated for merit each year. This will occur only when the Board of 
Trustees authorizes bonuses and will not be added to base salaries . 
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J. Progression Through the Pay Range 
Definition: 
Progression through a pay range is the method by which an incumbent moves through his/her assigned pay 
range. 
Policy: 
Staff progress through pay ranges based on meritorious performance. Human Resources, in conjunction with 
the Administrative Staff Council Executive Committee, will develop by the year 2000 criteria and a 
process for staff to reach the midpoint of a pay range. 
K. Title Revision 
Policy: 
Title changes may be requested to more accurately reflect position responsibilities. A Position Analysis 
Questionnaire is completed and forwarded to Human Resources in accordance with established procedures. 
If the proposed title accurately reflects the responsibilities, the HR/ AS Advisory Team may recommend 
that the title be changed regardless of any change in the grade level. No title change occurs without 
approval from the supervisor, Vice-President and Human Resources. 
L. Salary Range Adjustments 
Policy: 
Effective 1997-98, the ranges for each grade level will be adjusted in a three-year recurring cycle. In the 
first two years of the cycle, the pay range of each grade level will move up annually by an amount that is 
1% less than the average salary increase paid to staff that year. (Number 9 - Approved by Board of 
Trustees, September 13, 1996.) 
Every third year beginning with 1999-2000, the University will re-evaluate the ranges in light of current 
market conditions, as well as other relevant factors, and adjust the ranges in accordance with that re-
evaluation. (Point 9- Approved by Board of Trustees, September 13, 1996.) 
IV. Administrative Compensation Plan Position Evaluation/Re-evaluation Processes 
The position evaluation process is the method by which positions are evaluated against a uniform set of 
criteria and assigned to established grade levels and appropriate pay ranges. Human Resources conducts 
the evaluations for new positions. Human Resources, in consultation with the Administrative Staff 
Advisory Team, conducts the re-evaluation of existing positions. It is anticipated positions will be re-
evaluated no more than once every two years. Position evaluations/re-evaluations are normally completed 
in twelve (12) weeks unless there is an agreement to extend the timelines. 
A. Positions are evaluated when one of the following occurs: 
• A new position is created. A supervisor, area head, dean, Vice-President, or President/Designee, in 
consultation with Human Resources, is responsible for submitting a completed Position Analysis 
Questionnaire to Human Resources. 
• A position becomes vacant. A supervisor, area head, dean, Vice-President, or President/Designee in 
consultation with Human Resources is responsible for submitting a completed Position Analysis 
Questionnaire to Human Resources. 
B. Positions are re-evaluated when one of the following occurs: 
• A significant change in responsibilities occurs or is proposed in existing positions. Re-evaluations 
are initiated by the incumbent or the supervisor submitting a completed Position Analysis 
Questionnaire to Human Resources. 
• Reorganization occurs. Re-evaluations are initiated by an area head, dean, Vice-President, or 
President/Designee prior to the reorganization and in consultation with Human Resources. 
Reorganization may result in significant changes in position responsibilities. 
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Re-evaluation Process for Administrative Staff Positions: 
1. The initiator (staff member, supervisor, area head, Vice-President, or President/Designee) of the 
review notifies Human Resources, in writing, that a position needs to be re-evaluated. Human Resources 
sends a Position Analysis Questionnaire and Guidelines for Position Evaluation either through campus 
mail or electronic format. 
2. The initiator (staff member, supervisor, area head, Vice-President, or President/Designee) of the 
review completes the Questionnaire. If the initiator is the employee, the completed Questionnaire is 
forwarded to both the immediate supervisor and the second level supervisor for signature and comment. 
When an initiator is a supervisor, area head, or Vice-President, the supervisor meets with the 
incumbent to discuss position responsibilities and obtain signatures on the Questionnaire. The supervisor 
comments, signs, and forwards the Questionnaire to the second level supervisor. Supervisor and 
employee retain a copy. 
3. Upon receipt of the Questionnaire, the second level supervisor evaluates, comments, signs, and forwards 
to Human Resources. 
4. · Upon receipt of the completed Position Analysis Questionnaire, Human Resources logs in and begins a 
tracking/timeline. Human Resources reviews all documents for completeness, gathers additional 
information, as needed, and distributes the documents to the HR/ AS Advisory Team. 
5. The HR/ AS Advisory Team analyzes, evaluates, and recommends a grade level based on the 
established criteria. In the event the HR/ AS Advisory Team requests additional information, Human 
Resources gathers the additional information and forwards to the Team. 
6. Human Resources forwards the results of the re-evaluation to the appropriate Vice-President for 
consideration. If the position reports directly to the President, it will be forwarded to the 
• President/Designee for consideration. 
• 
7. The Vice-President or President/Designee reviews all documents and forwards a written decision about 
the position to Human Resources. 
8. Following the Vice-Presidential or Presidential/Designee decision, Human Resources forwards copies 
of the re-evaluation results and the factor sheet to the employee and the appropriate supervisory 
structure. Additional information can be requested from Human Resources. 
9. Administrative staff and/ or initiators who do not agree with the determination meet with Human 
Resources and if appropriate, the immediate supervisor to attempt resolution. If there is no agreement, 
the staff member and/or initiator may follow the Conciliation/ Appeals process. 
V. Conciliation/Appeals Process 
The purpose of the Conciliation/ Appeals Process is to ensure prompt resolution of disagreements regarding 
the results of position re-evaluations and subsequent placement in the Plan. 
There are three steps in the process: 
1. Conciliation Meeting 
2. Appeals Board 
3. Presidential Appeal 
A. Conciliation Meeting 
The Conciliation Meeting, facilitated by the Assistant Provost for Human Resources/ designee, provides the 
initiator of the conciliation process and the Vice-President with an opportunity to resolve the complaint in 
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a collaborative, informal fashion. If the position reports directly to the President, the 
President/Designee will participate in the conciliation process. Participants in the meeting include: 
• Employee 
• Immediate Supervisor 
• Vice-President or President/Designee 
• ASC Review Team member from the initial re-evaluation team 
• Assistant Provost for Human Resources/ designee 
The process is normally completed within four (4) weeks unless there is a decision to extend the timelines . 
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Process: 
1. Within seven (7) calendar days after meeting with the immediate supervisor and Human Resources, 
the initiator informs Human Resources of the intent to enter into conciliation . 
2. Upon receipt of the request for conciliation, Human Resources begins a tracking/ timeline. 
3. Within fourteen (14) calendar days of the request for conciliation, Human Resources schedules the 
meeting. 
4. Within fourteen (14) calendar days after the meeting is scheduled, the meeting will take place to 
attempt resolution. 
5. Human Resources is responsible for reporting, in writing, the outcome of the meeting to all involved 
within fourteen (14) calendar days. 
6. If the meeting results in a change of grade level for the position in question, Human Resources negotiates 
the effective date of the change with the Vice-President. No action is necessary if the meeting results 
in no change in the position. 
7. If the initiator is not satisfied with the decision, she or he can request an Appeals Board. 
B. Appeals Board 
The Appeals Board provides the initiator of the appeals process an opportunity to achieve resolution 
through the involvement of administrative staff in reviewing the appeal and making recommendations to 
the Administrative Compensation Working Group. The Appeals Board consists of five (5) members of the 
Administrative Staff Advisory Team who have not been involved in the re-evaluation or conciliation 
process. The process is normally completed within twelve (12) weeks unless there is a decision to extend the 
timeline. 
Process: 
1. Within seven (7) calendar days of conciliation, the initiator informs Human Resources and the Vice-
President, in writing, of the intent to appeal. If the position reports directly to the President, the initiator 
i~orms Human Resources and the President/Designee, in writing, of intent to appeal. 
2. Within seven (7) calendar days of notification of the intent to appeal, Human Resources forwards the 
appeals packet to the initiator. 
3. Within fourteen (14) calendar days of receiving the appeals packet, the initiator completes the required 
documentation for the appeals and forwards to Human Resources. 
4. Upon receipt of the completed documentation, Human Resources forwards a copy of the initiator's 
completed appeals packet and any other documentation to the Vice-President or President/Designee. 
Within fourteen (14) calendar days of receiving the information from Human Resources, the Vice-President 
or President/Designee responds in writing to Human Resources. Human Resources forwards a copy of the 
response to the intiator. 
5. During steps three and four, Human Resources selects five (5) Administrative Staff Advisory Team members 
for the Appeals Board. Advisory Team members who participated in the re-evaluation or conciliation 
process are not eligible to serve on the Appeals Board. 
6. Upon receipt of the completed documentation, Human Resources begins a tracking/timeline. 
7. Within seven (7) calendar days of receiving the completed documentation from the initiator and the Vice-
President or President/Designee, Human Resources forwards the documentation to the Appeals Board. 
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8. Within fourteen (14) calendar days of receipt of the completed documentation, the Appeals Board meets 
and reviews the issue. 
• 9. Within seven (7) calendar days of the review, the Appeals Board submits it's recommendation in writing to Human Resources, initiator, Vice-President or President/Designee and Administrative Compensation 
Working Group . 
• 
• 
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10. Within thirty (30) calendar days of receiving the recommendation of the Appeals Board, the 
Administrative Compensation Working Group, without the Vice-President or President/Designee where 
the appeal occurs, reviews the recommendation of the Appeals Board and makes a decision . 
11. Within seven (7) calendar days of making a decision, the Administrative Compensation Working Group 
will submit the decision in writing to the initiator, supervisor, Vice-President or President/Designee, and 
Human Resources. 
12. If the decision results in a change of grade level, Human Resources negotiates the effective date of the 
change with the Vice-President or President/Designee. 
13. If the initiator or Vice-President or President/Designee is not satisfied with the decision, she/he can 
appeal to the President. 
C. Presidential Appeal 
1. Within seven (7) calendar days of receiving the decision of the Administrative Compensation Working 
Group, the appeals in writing to the President or his/her designee of the University. If the position reports 
directly to the President, the President appoints a designee for this process. 
2. Within thirty (30) calendar days after receiving the appeal, the President or designee responds in writing 
to the initiator, supervisor, Vice-President, Administrative Compensation Working Group, and Human 
Resources 
3. The decision of the President or designee is final. 
• Approved by Administrative Staff Council May 7, 1998 
• 
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Administrative Staff Council Minutes 
Thursday, June 4,1998 
Members Present: Shelly Appelbaum, Deb Boyce, Deb Burris, Carmen Castro-Rivera, 
Dianne Cherry, Judy Donald, Pat Green, Linda Hamilton, Sharon Hanna, John Hartung, 
Elayne Jacoby, Joyce Kepke, Inge Klopping, Deborah Knigga, Sandy LaGro, Paul Lopez, 
Dawn Mays, Becky McOmber, Joan Morgan, Gene Palmer, Jan Peterson, Jan Rufther, 
Bonita Sanders-Bembry, Robin Veitch, Laura Waggoner, Jodi Webb, Matt Webb, Deb 
Wells, Duane Whitmire. 
Members Absent Who Sent Substitutes: Penny Nemitz for Deb Knigga. 
Members Absent: Jerry Ameling, Craig Bedra, Sally Blair, Joyce Blinn, Scot Bressler, 
Penny Dean, James Elsasser, Mike Failor, Joan Morgan, Sue Perkins (due to prior 
commitment), Cindy Puffer, Jane Schimpf, Tim Smith, Bev Steams, Kurt Thomas, Bob 
Waddle, Reva Walker, Betty Ward, Calvin Williams, Paul Yon. 
New Members: Patti Ankney, William Blair, Marilyn Braatz, Sidney Childs, Keith 
Hofacker, Mary Lynn Pozniak, Cheryl Purefoy, Anne Saviers, Mary Beth Zachary. 
Guests: 
Call to Order: 
Terry Lawrence, Tony Boccanfuso 
Scott Borgelt, Monitor 
The meeting was called to order at 1:30 p.m. by Chair, Duane Whitmire. 
Approval of Minutes: 
Deb Boyce moved, Elayne Jacoby seconded. Minutes were approved as distributed. 
Chair Report: 
Duane thanked Paul Lopez, WBGU-TV, for his assistance in putting together the 5-
minute video which Duane used as his chair report. The video highlighted 
accomplishments and activities ofthe Administrative Staff Council this past year. 
Chair Elect Report: 
Deb reported that the freshmen enrollment for fall is up approximately 13%. The 
technology infra-structure will be reviewed by the Board of Trustees at the June meeting. 
It is planned that the new Union will open in August 2001. 
Secretary Report: 
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E-mail addresses are requested, so please include on the sign-up sheet. 
Committee Reports: 
Amendments (Bev Stearns, Chair)- Matt Webb presented end-of-year report for Bev 
Stearns. 
External Affairs (Bonita Sanders-Bembry, Chair)- Bonita outlined the programs which 
her committee worked on this past year. 
Awards & Special Recognitions (Jane Schimpf, Chair)- Deb Burris presented the end-of-
year report for Jane Schimpf Nominations for the Ferrari Award are now closed. 
Internal Affairs (Jan Peterson/Betty Ward, Co-Chairs)- Jan highlighted proposals that the 
committee worked on this year. Due to the overlap in assignments, she suggested that the 
Internal Affairs and Professional Development committees be combined in the future. 
Personnel Welfare (Pat Green/Inge Klopping, Co-Chairs) - Pat thanked the Human 
Resource Office for the continued collaboration that occurred this past year in working 
with her committee. Placement and progression with the compensation plan will be the 
issues that need to be reviewed next year. 
Professional Development (Dawn Mays, Chair)- Dawn talked about the Professional 
Connections program that was instituted this year by her committee . 
Salary (Gene Palmer, Chair)- Gene turned in his final report to Duane. 
Scholarship (Carmen Castro-Rivera, Chair)- Carmen reported that the $5000 goal has 
been met for the scholarship fund. Three students were selected to receive the 
scholarships which will be recognized at the fall reception. 
Others: Jan Peterson introduced and thanked the committee that worked on the 
administrative teaching compensation issues. She distributed the survey results as Terry 
Lawrence highlighted some of the points of the results. Teaching is defined as any course 
providing credit and assigning a grade. Jan recommended that the committee continue for 
another year to follow-up on issues that came as a result of the survey. Need to look at 
other universities and how these individuals are compensated. The final outcome should 
be an equitable/standard pay scale for administrative staff teaching credit courses rather 
than having a variety of compensation packages which is the current practice. 
Old Business: The Omsbud resolution was presented pointing out a few changes. Moved 
by Deb Boyce, seconded by Carmen Castro-Rivera. Call for question. Motion approved. 
New Business: Duane passed the gavel to Deb and presented copies of the video 
presentation to Deb and Judy. Deb mentioned looking forward to working with everyone 
next year and will continue the leadership team approach that was used this past year . 
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T&e me~~ at 2:30p.m. 
Ju~nald 
Secretary, ASC 
NEXT MEETING 
September 3, 1998 
1:30 P.M. ALUMNI ROOM, UNIVERSITY UNION 
r----------------------------------------~-----~--
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Administrative Staff Council Minutes 
Thursday, May 7, 1998 
Members Present: Sally Blair, Deb Boyce, Scot Bressler, Deb Burris, Carmen Castro-
Rivera, Dianne Cherry, Judy Donald, Mike Failor, Pat Green, Linda Hamilton, Sharon, 
Hanna, Elayne Jacoby, Joyce Kepke, Inge Klopping, Sandy LaGro, Paul Lopez, Dawn 
Mays, Becky McOmber, Gene Palmer, Jan Peterson, Cindy Puffer, Bonita Sanders-
Bembry, Bev Steams, Robin Veitch, Bob Waddle, Laura Waggoner, Jodi Webb, Matt 
Webb, Deb Wells, Duane Whitmire, Calvin Williams, Paul Yon. 
Members Absent Who Sent Substitutes: Penny Nemitz for Deb Knigga, Patti Ankney 
for Craig Bedra, Keith Pogan for Jane Schmipf 
Members Absent: Jerry Ameling, Shelley Appelbaum, Joyce Blinn, Penny Dean, 
James Elsasser, John Hartung (due to commitment at Firelands), Joan Morgan, Sue 
Perkins (due to family emergency), Jan Ruffuer, Tim Smith, Kurt Thomas, Reva Walker, 
Betty Ward. 
Guests: 
Call to Order: 
Rebecca Ferguson, Human Resources 
Scott Borgelt, Monitor 
The meeting was called to order at 12:35 p.m. by Chair, Duane Whitmire. 
Approval ofMinutes: 
Judy Donald corrected the April minutes page 2, Committee reports, # 1. to read: 
Changing the charter from vice presidential areas to functional areas and change the 
waiting period to two years. Joyce Kepke moved to accept corrected minutes, Deb Wells 
seconded. Minutes were approved as amended. 
Chair Report: 
Duane passed out the ASC Chair Report and highlighted points of interest to the group. 
He requested that the committee chairs write a year-end report of their committee's 
activities to present at the June meeting. He reminded that everyone is invited to attend 
the ASC Spring Reception, May 20 3-5 p.m. in the Alumni Center. 
Chair Elect Report: 
None 
Secretary Report: The meeting dates are set for next year. Please pick up a copy of 
these that are available at today's meeting. 
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Committee Reports: 
Amendments (Bev Steams, Chair)- None. 
External Affairs (Bonita Sanders-Bembry, Chair)- Volunteers are needed to work· 
Welcome Week as greeters at orientation and registration. Sign-up sheets will be at the 
spring reception. 
Awards & Special Recognitions (Jane Schimpf, Chair)- Deb Burris reported in Jane's 
absence. There were 14 nominations received for the BG Best Awards. 12 have been 
selected and will be presented with the BG Best Awards at the spring reception. Ferrari 
nominations have gone out with a deadline of June 1. 
Internal Affairs (Jan Peterson/Betty Ward, Co-Chairs)- June 4 from 12-1:30 p.m. is an 
orientation luncheon for new ASC members, committee chairs and Executive Committee 
in the Community Room, Union. All ASC members are invited to attend. Luncheon 
provided is at your own expense. 
Personnel Welfare (Pat Green/Inge Klopping, Co-Chairs) - Pat reported that the 
committee has been looking at data that was collected and began by Inge Klopping and 
completed by Patti Ankney regarding the progression/placement in the salary ranks within 
administrative staff. Using the October 2 salary books, they have been looking at various 
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populations as to where they have been placed. The goal is to have individuals reach the • 
mid-point within 7-9 years. 
Professional J?evelopment (Dawn Mays, Chair)- Announced that they have had their first 
hire be a part of the Professional Connections program. 
Salary (Gene Palmer, Chair) - Gene presented the CUP A data. In their report, no specifics 
were mentioned as to salary increase, just a general statement that the goal was to improve 
BGSU' s position relative to Kent, Miami and OU. 
Scholarship (Carmen Castro-Rivera, Chair)- Carmen reported that there were 50 
applications received for the student scholarship, 6 were interviewed with 3 being 
selected. The total amount of the scholarships awarded was $1800. 
Estimated contributions are approximately $5000. Anyone wishing to donate, please 
contact the Foundation Office at 2-2551 to designate your donation to the ASC 
Scholarship Fund. 
Others: Jan Peterson reported that the committee report regarding the 
administrative staff that are teaching, will be presented at that May 26 Executive 
Committee. 
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Old Business: Pat Green stated that the fee waiver policy and birth/adoption policy will be 
given to the Board of Trustees for their June meeting to be voted on for inclusion within 
the Administrative Staff handbook. She also thanked Becca Ferguson, Donna Wittwer, 
and Pat Patton for their assistance in reviewing the compensation plan and providing 
feedback when necessary. She feels that Human Resources are advocating in our favor 
regarding the compensation plan. This whole process was a real collaborative effort 
between Personal Welfare Committee and Human Resources. Becca attended the meeting 
today to represent Human Resources and the administration. Becca encouraged staff to 
contact Human Resources with questions/concerns, important to keep lines of 
. communication open. 
Pat asked the group if they wanted to vote on issues individually or as a total package. 
Joyce Kepke moved to vote as a total package. Paul Lopez seconded. Pat moved to 
amend the motion by replacing the March 31 document with the May 5 document that 
contained editorial changes, also to make sure the editorial changes were an on-going 
process when needed. Beverly Steams seconded. Deb Burris called for the question. 
Motion passed. Original motion passed. 
Discussion of merit distribution followed. Becca remarked that Human Resources will be 
checking when individuals did not receive merit if their Performance Appraisal reflected 
that. She mentioned that the original Performance Appraisal Committee will be getting 
together again to re-evaluation the process and the form within this year. Karen Woods in 
Human Resources will be in charge of this. Human Resources is still in a learning process 
regarding the compensation plan and the performance appraisal process and has made 
modifications to the performance appraisal process when needed (ie. performance 
appraisal training). 
New Business: Deb Boyce read a resolution regarding an independent Ombuds Office. 
She provided a historical perspective regarding this position/office. The resolution for an 
independent Ombuds Office evolved in the Constituent Group Caucus to deal with 
classroom conflicts. The leadership team drafted the resolution which is similar to the 
other constituent groups. She will be e-mailing this resolution which will be considered 
the first reading, so voting will occur in the June meeting. 
The meeting adjourned at 2:20 p.m. 
j~ CiJttu.LLL-
Judy Donald 
Secretary, ASC 
NEXT MEETING 
June 4, 1998 
1:30 P.M. ALUMNI ROOM, UNIVERSITY UNION 
REMINDER, SAC SPRING RECEPTION, MAY 20, ALUMNI CENTER, 3-5 P.M. 
LOOK FORWARD TO SEEING YOU THERE!! 
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Administrative Staff Council Minutes 
Thursday, November 6, 1997 
Members Present: Jerry Ameling, Shelley Appelbaum, Craig Bedra, Deb Boyce, Scot 
Bressler, Deb Burris, Carmen Castro-Rivera, Judy Donald, Mike Failor, Tom Glick, Pat 
Green, Jahi Gye'Nyame, Linda Hamilton, Sharon Hanna, John Hartung, Elayne Jacoby, 
Inge Klopping, Sandy LaGro, Paul Lopez, Dawn Mays, Rebecca McOmber, Gene 
Palmer, Cindy Puffer, Jan Ruffiler, Bonita Sanders-Bembry, Jane Schimpf, Bev Stearns, 
Reva Walker, Betty Ward, Jodi Webb, Duane Whitmire, Calvin Williams, Paul Yon 
Members Absent Who Sent Substitutes: Barbara Toth for Joyce Blinn, Tony Howard 
for Dianne Cherry, Mary Johnson for Sue Perkins, Stan Lewis for Jan Peterson, Joe 
Luthman for Deb Wells. 
Members Absent: Sally Blair, Penny Dean, James Elsasser, Ken Frisch, Randy Julian, 
Joyce Kepke, Deborah Knigga, Joan Morgan, Tim Smith, Kurt Thomas, Bob Waddle, 
Laura Waggoner, Matt Webb. 
Guests: Sue Kashuba, Monitor 
Call to Order: 
The meeting was called to order at 1:35 p.m. by Chair, Duane Whitmire. 
Approval ofMinutes: 
Pat Green moved, Deb Boyce seconded that the minutes be approved as distributed. 
Guest Speakers: 
Dr. Charles Middleton, Provost and Rebecca Ferguson, Asst. Provost for Human 
Resources were the guest speakers. To begin the meeting Dr. Middleton encouraged 
everyone to attend the Tom Connellan presentation on Monday, November 10 in the 
Grand Ballroom. Rebecca passed out copies of the Administrative Staff pay grades and a 
draft memorandum regarding hiring procedures and sought input from the group. 
Dr. Middleton stressed that professional growth and development was a primary goal of 
the university for the staff Rebecca requested that prior to the assignment of new duties, 
the supervisor be in contact with Human Resources to look at assigning of new grades to 
the position. These are currently being handled on a case-by-case basis. 
Discussion focused on the delays in hiring of part-time positions. There seems to be delays 
between Human Resources and Affirmative Action and the obtaining of the necessary 
signatures. It was suggested that possibly cross-training individuals would speed up the 
process when individuals are not available for signature. 
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It was also suggested to add time frames to the draft memorandum that Rebecca shared to 
keep on track with the hiring procedures. 
Goals for this year should have been completed by this time. Dr. Middleton said that they 
will be running a list in January to see what individuals have not completed their goals for 
this year. Those individuals not in compliance will not be eligible for raises. 
Summer hours/flex-time was discussed. Dr. Middleton stressed that we have an obligation 
to the public to be available to meet their needs. No formal decision has been made. 
Individuals suggested that if the decision was made to have offices open during regular 
working hours Monday-Friday, that offices can be flexible and creative to offer 
opportunities to their staff to allow some form of the former summer hours but still 
maintaining the regular office hours with a reduced staff on Friday afternoons. Duane 
suggested that ASC reps get feedback from their constituents and that ASC Executive 
Committee will review the survey results plus additional feedback received and come up 
with a recommendation that will be forwarded. It was also suggested that the central 
administration make a decision soon so areas can plan for implementation. 
Dr. Middleton also conveyed that the calendar for Fall 1998 will have both offices closed 
and classes canceled for Veteran's Day but classes will be scheduled until 5:30p.m. the 
day before Thanksgiving . 
Chair Report: 
Duane passed out the ASC Chair Report and highlighted points of interest to the group 
including the visit of the ASC Executive Committee and the chairs of standing committees 
to Dr. Ribeau's house for lunch. 
Chair-Elect Report: Deb shared information regarding the BGSU United Way campaign 
- 645 participants pledging $76, 553 (296 ofthose are new participants). She reported 
that $1600 was in the ASC account. 
Secretary Report: No report. 
Committee Reports: 
Amendments (Bev Stearns, Chair)- No report. 
External Affairs (Bonita Sanders-Bembry, Chair)- No report. 
Awards & Special Recognitions (Jane Schimpf, Chair)- Meeting regularly. Currently 
surveying sister institutions to gather ideas regarding special recognitions they might have . 
IYO 

